
W O R K S P A C E  D E C L U T T E R I N G
C H E C K L I S T

LAPTOP

ONE NOTEBOOK

ONE PEN

YOUR DAILY ESSENTIALS 

PUT YOUR PHONE ON SILENT

WRITE DOWN TODAY'S ONE BIG THING

START WITH YOUR MOST IMPORTANT TASK

DAILY FOCUS 

CLEAR YOUR DESKTOP

ORGANIZE FILES INTO FOLDERS

CLOSE BROWSER TABS YOU NO 

LONGER NEED

DIGITAL RESET 

RETURN EVERYTHING TO ITS 

THROW AWAY UNNECESSARY PAPERS

WIPE DOWN YOUR DESK

WORKSPACE RESET 

EMPTY YOUR BIN

LEAVE YOUR WORKSPACE READY

FOR TOMORROW

C r e a t e  a  c a l m e r  w o r k s p a c e  i n  l e s s  t h a n  2 0  m i n u t e s

What belongs on my desk every day?

How do I prepare for meaningful work?

Keep your digital workspace just as clutter-free

End the day well

WATER OR COFFEE

SMALL PLANT (OPTIONAL)

REMOVE DISTRACTIONS

OPEN ONLY THE APPS YOU NEED

UNSUBSCRIBE FROM UNNECESSARY 

EMAILS

KEEP YOUR TASK LIST IN ONE 

TRUSTED PLACE

NOTES:

____________________________________________________________________
MIKA'S SIMPLE SYSTEMS


	DAILY FOCUS
	DIGITAL RESET
	WORKSPACE RESET
	NOTES:

