
Boost Efficiency & Get Organised in Just 30 Minutes!
Spring is the perfect time to tidy up your digital world! A clutter-free workspace (both physical
and digital) can save time, reduce stress, and make your business run more smoothly. Follow
this step-by-step checklist to clear the chaos and create a more organised, efficient workflow.

Next Steps: Need an
Extra Hand?

Feeling overwhelmed? Our
Spring Clean Your Business

packages help you declutter,streamline, and get organised—so you can focus on what you
do best.

1. Clean Up Your Desktop & Files
Delete unnecessary files & duplicate
documents
Organise folders with clear, logical names
Set up a system for future file organisation
(e.g., by project, client, or date)
Back up important files to cloud storage
(Google Drive, Dropbox, OneDrive)

 3. Declutter Your Inbox
 Unsubscribe from newsletters & emails
you never read
Set up folders or labels to organise
important messages
Archive or delete old emails
 Create email templates for common
responses to save time

5. Streamline Your Tools & Software
Audit business subscriptions – cancel what
you don’t use
Check for overlapping tools – are you paying
for two apps that do the same thing?
 Update software to the latest versions for
security & efficiency
Set up automation for repetitive tasks (e.g.,
scheduling, invoicing)

2. Refresh Your Social Media &
Marketing

Update profile photos, bios & key
business information
Review scheduled content – is it still
relevant & aligned with your brand?
 Clean up followers & connections 
Organise branding assets (logos, images,
templates) for easy access

4. Optimise Your Workflows
 Review & refine your daily processes – are
there areas you can improve?
Set up time-saving templates (emails,
proposals, social posts)
Identify tasks that could be outsourced 
 Create a to-do list for ongoing
improvements

Book a free 
consultation today!

hello@liruss.co.uk

07884 328 639

https://www.liruss.co.uk/
https://calendly.com/hello-5263/discovery-call-with-liruss-virtual-business-services
https://calendly.com/hello-5263/discovery-call-with-liruss-virtual-business-services
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