Executive Digital Minimalism Audit Checklist

Use the checklist below to assess the current level of digital overload, operational
clarity, and executive resilience within your professional environment.

Communication & Attention Management

Ll intentionally limit nonessential notifications

1 My communication channels are clearly structured

1 avoid checking email and messaging constantly throughout the day
1 protect uninterrupted focus time regularly

1 My meetings are intentional rather than excessive

Platform & Workflow Management

U1 regularly review apps, subscriptions, and digital tools
1 avoid unnecessary software duplication

1 My workflows are centralised and easy to follow

Il understand which platforms are operationally critical
11 actively reduce unnecessary digital complexity

Executive Focus & Productivity

LI I minimise multitasking during strategic work

11 avoid excessive context switching between platforms

11 schedule time for deep thinking and planning

1 My digital environment supports concentration rather than distraction
11 feelin control of technology rather than controlled by it

Cybersecurity & Operational Visibility

U I maintain visibility into critical systems and accounts

L1 review permissions and platform access regularly

Ul understand the cybersecurity risks created by overload and distraction

1 My communication workflows reduce phishing and social engineering exposure
LI maintain strong authentication and account management habits



Mobile & Remote Work Habits

1 My smartphone notifications are intentionally managed

LI maintain healthy digital boundaries outside working hours

1 Remote collaboration tools are streamlined and manageable

1 avoid unnecessary communication duplication across platforms
U1 regularly simplify my mobile and digital workflows

Resilience & Sustainability

LI maintain backup systems and continuity planning awareness

1 My digital habits feel sustainable long term

U1 regularly conduct digital cleanup and simplification reviews

11 evaluate new technology intentionally before adopting it

1 My current digital environment supports strategic clarity and resilience

SCORING RESULTS

Strong Clarity & Resilience (23-30 Checked)

Your digital environment demonstrates strong operational discipline, intentional
technology management, and healthy executive focus habits.

You likely maintain:

e strong visibility,

e reduced digital overload,

¢ healthier communication patterns,
e and stronger long-term resilience.

Continue refining your systems regularly to maintain clarity as technology evolves.

Moderate Digital Overload (14-22 Checked)

Your digital environment contains a reasonable operational foundation, but several
areas may still contribute to:

e distraction,

« workflow fragmentation,

e communication overload,
e Orcybersecurity exposure.



Focus on:

¢ simplifying workflows,

¢ reducing platform sprawl,

e improving communication discipline,

e and protecting executive attention more intentionally.

Smallimprovements can create major long-term benefits.

High Operational Fragmentation (0-13 Checked)

Your current digital environment may be creating significant operational overload and
unnecessary complexity.

Excessive:

e communication noise,
¢ platform fragmentation,
e notification overload,
¢ and reactive workflows
may be reducing:
e focus,
e resilience,
e cybersecurity awareness,
¢ and leadership effectiveness.

Prioritize simplification immediately.
Reducing digital chaos can significantly improve:

e operational clarity,
e« executive wellbeing,

and long-term resilience.



