
Clean Sweep Checklist
Date: ______________

advisors share.  Creating a clean, organized work space is the point of the Clean Sweep 
Week.  The following checklist should merely serve as a starting point for simplifying 
and improving your daily work environment. 

1) _______  De-clutter your desk and credenza. Start with the top of your desk.

2) _______

               helping you reach your goals – give yourself the freedom to throw 
it away.

3) _______ Make a decision during this Clean Sweep Week to touch each

choose to tend to it, delegate it, trash it or place it in a time slot 
              on your Outlook calendar when you will complete the task.

4) _______ Clean up and tend to your email folders—inbox, sent and deleted
folders.

5) _______
issues that have not been fully resolved.

6) _______ Make sure your written correspondence is up-to-date.  Have you
written all of the letters or thank you notes you need to write? 

7) _______ Throw away all old training materials and binders that are no
longer relevant to helping you grow your business.

8) _______ Get rid of everything that does not work. Throw away or destroy
               old laptops, pens, and any other machines that are out of date or 

broken.
9) _______ Put together a box of useful items that you sometimes need at the

              comb/brush, deodorant, lotion, nails, hammer, screw driver, etc. 
              Place them all in one location.

10) _______ Once the clutter has been removed, take the time to deep clean

out the inside of the drawers, vacuum under your desk, wipe down 
the baseboards, replace any burned out light bulbs, dust the 

The key will be to set a regular time on your Outlook calendar to spend one hour 
per week staying organizing and keeping your work space clean.
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