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A  PRODUCT IVE
AND 
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WORK 
ENVIRONMENT
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REGULAR UPKEEP ENSURES
YOUR WORKSPACE
REMAINS FUNCTIONAL,
INSPIRING, AND
HARMONIOUS.

This checklist guides you to
organize your home office
so it supports focus,
efficiency, and a sense of
calm throughout your day.
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Clear your desk completely to start fresh.

Sort papers, files, and digital documents; keep only what’s needed.

Organize office supplies by type and frequency of use.

Designate zones for work tasks, reference materials, and supplies.

Use storage solutions like trays, boxes, or drawers to reduce clutter.

Arrange technology cables and devices neatly.

Personalize your space with minimal decor that inspires focus.

Review and discard old or unnecessary items weekly.

Set a daily habit to return items to their proper place at the end of
each workday.
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A WELL -ORGANIZED 
HOME OFF ICE  

FOSTERS  PRODUCT IV ITY ,
REDUCES  STRESS ,  AND
CREATES  A  BALANCED

ENVIRONMENT FOR WORK
AND CREAT IV ITY .  
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