Clean Workspace
Benefits

Step 1: Assess Space

Evaluate your current physical and digital workspace to identify
clutter and elements that do not contribute positively to your work
environment.

Step 2: Declutter

Remove unnecessary items from your physical workspace, and delete
or archive unnecessary files and emails in your digital space.

Step 3: Organize

Organize the remaining items in your physical workspace and create
a structured file system for your digital space. Label everything
clearly for easy access.

Step 4: Maintain Order

Implement a regular cleaning schedule for your workspace and
establish habits for maintaining order in your digital space, such as
filing emails and documents promptly.



Step 5: Optimize Layout

Arrange your workspace in a way that optimizes workflow and
minimizes distractions, making sure that tools and software you
frequently use are within easy reach or a few clicks away.

Step 6: Evaluate Effectiveness

Periodically assess the effectiveness of your workspace organization
on your concentration and time management, and make adjustments
as necessary.

General Notes

Consistency

It's important to be consistent in maintaining a clean workspace to
fully reap the benefits for time management and concentration.
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