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A tidy workspace isn't just about appearances. Research shows organized, clean desks reduce stress, improve
focus, and help you start each day with clarity. This 5-minute routine takes almost no time and makes a
measurable difference.

Just 5 Minutes a Day

1
Clear the Surface (60 seconds)
Remove everything that doesn't belong on your desk. File papers, return items to their home, and toss
trash. A blank slate signals to your brain that you're done for the day.

2
Wipe It Down (60 seconds)
Use a disinfecting wipe or microfiber cloth to clean your desk surface, keyboard, mouse, and phone.
These surfaces harbor thousands of bacteria — a quick wipe removes 99% of germs.

3
Organize Your Tools (60 seconds)
Pens in their holder. Stapler in its spot. Sticky notes stacked neatly. Cords organized. Everything
should have a home — if it doesn't, now's the time to create one.

4
Clear Your Digital Desk (60 seconds)
Close browser tabs you no longer need. Empty your downloads folder weekly. Archive or folder your
emails. A cluttered screen is just as distracting as a cluttered desk.

5
Set Tomorrow's Top 3 (60 seconds)
Write down your 3 most important tasks for tomorrow on a sticky note or planner. Place it front and
center. You'll thank yourself when you sit down ready to go.

Bonus Tips for a Permanently Tidier Desk

One-touch rule: Handle each piece of paper or email only once — act on it, file it, or toss it immediately.

Everything has a home: If an item doesn't have a designated spot, it becomes clutter. Assign a place for

everything.

Weekly deep clean: Once a week, spend 10 minutes cleaning under items, wiping screens, and reorganizing

drawers.
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The one in, one out rule: Before adding anything new to your desk, remove something. It keeps the surface from

growing.

Weekly Habit Tracker — Print & Post!

Task Monday Tuesday Wednesday Thursday Friday

Clear the surface [ ] [ ] [ ] [ ] [ ]

Wipe down desk & devices [ ] [ ] [ ] [ ] [ ]

Organize tools [ ] [ ] [ ] [ ] [ ]

Clear digital desk [ ] [ ] [ ] [ ] [ ]

Set tomorrow's Top 3 [ ] [ ] [ ] [ ] [ ]

Want your entire office looking this good?
Ask us about our commercial cleaning plans — free assessment included.
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