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Summer is officially here!  For individuals, that often means 
planning vacations and recouping from a busy work year.  For 
organizations, this often means a lack of productivity, with staff 
and volunteers out more than usual.  Equally, leads, vendors, 

and donors are often doing the same, making it hard to catch anyone for a networking or business opportunity.  This often 
means, come September, a lot of work has built up, making fall feel like you’re behind before you’ve even begun.  Well, sum-
mer doesn’t have to be a waste of time.  In fact, you can use these valuable months to get your office organized with these 
four easy steps: 

   

Empty Your Inbox: Nothing feels better than opening your email on a Monday and seeing only a handful of unread emails in 
your inbox.  During the year, it gets too easy to leave junk mail sitting unread and undeleted, old emails unfiled, and over-
due emails undealt with.  However, setting aside time this month to file, delete, and respond will allow you to start each 
day feeling ahead of the game.  It requires no one else…just you and a little bit of time.  After you empty your inbox, move 
on to your desktop! 

 

Project Planning:  Every organization executes a series of high level projects yearly that play a big part in the organization’s 
success or decline.  This might include fundraising efforts, organizing your processing system, and seeking new donors.  
Summer is a perfect time to take a step back and evaluate the previous year’s results and discuss changes, along with new 
goals, for the upcoming year.  Without looming deadlines, staff and volunteers will be more apt to think creatively and feel 
motivated to get the ball rolling sooner than usual. 

 

Staff & Volunteer Bonding:  Believe it or not, a big part of organizational success is how well your staff and volunteers work 
together.  As a leader, it’s important to create bonding opportunities, as well as establish ways everyone can celebrate 
together.  It doesn’t have to be anything expensive or elaborate.  Host a potluck outside the organization’s space or organ-
ize a night to go see a movie or concert in the park.  By letting staff and volunteers know your interest in them goes be-
yond organizational motivation, you create a sense of value and worth that transfers back into the organization naturally.   

 

Declutter Your Space:  Look around.  If you’re like the majority of us, your office space looks less than inviting.  Your building 
space is probably the same.  Schedule an afternoon to work through your entire workspace and get rid of things that con-
tribute to clutter, such as furniture that no longer serves a purpose or items you thought you’d use but likely won’t.  When 
your space is cluttered it naturally creates more stress and less efficiency.  Taking a day to tidy up can literally add hours of 
productivity each week. 

 

Using summer to organize and regroup will set your organization up for success down the road.  Don’t see summer as three 
months of unproductivity.  Instead, use it to maximize time often wasted and see how you can multiply your efficiency this fall.    
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