Tech4Me2 Checklist
Weekly 10-Minute Reset
A quick routine to keep your inbox under control
Use this checklist once a week to prevent clutter from building up again.

1. Clear the Easy Wins (2–3 minutes)
☐ I deleted obvious junk or spam
☐ I unsubscribed from at least one unwanted sender
☐ I cleared out low-value emails quickly

2. Process What’s Left (4–5 minutes)
☐ I handled emails using: reply, archive, delete, or task list
☐ I avoided leaving emails sitting 'for later'
☐ I kept my inbox as a processing zone, not storage

3. Check for Loose Ends (2–3 minutes)
☐ I searched for emails needing follow-up (e.g., 'from:me')
☐ I checked for anything I meant to reply to but didn’t
☐ I moved any lingering tasks to my task list

A few minutes each week prevents hours of cleanup later.
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