) |. General Principles
The Shared Digital Mindset

Flow, Not Storage: Your inbox, desktop, and downloads are temporary workspaces.
Process, don't accumulate.

/ "Digital Desk Zero": Clear your desktop and downloads folder daily.
~ Context Over Chaos: Group related tasks, tabs, and files together.

= Teach Al Forever: Automate repetitive tasks. Teach your Al assistant once, then let it
work for you.

- Il. File Management
The PARA Method

& P - Projects @ A - Areas
Active tasks with a goal & deadline Ongoing responsibilities
[Project Name]/ Areas/Finance/
[ R - Resources & A - Archives
Reference material Completed or inactive items
Resources/Templates/ Archives/2025/
*

# lll. Naming Conventions

For Consistency

Dates: vyyy-mM-pD format

With hyphens: 2026-03-15-client-report-acme.pdf
With underscores: 2026 03 15 client report acme.pdf

~ Descriptive: Clear, concise names for easy search.

)

& No "Final": Use version control or dedicated folders, not final v2 .

== Separators: Use hyphens ( - ) or underscores () consistently throughout your system.
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IV. Email Management

Inbox Zero Focus

7 Inbox: Only unprocessed messages.

Action: Requires your response or task.

Waiting: Pending someone else's input.

B Archive/Reference: Everything else (searchable).

® 2-Minute Rule: If it takes less than 2 minutes, Do It Now. Otherwise, sort it into the

appropriate folder.

«

Automation: Set up filters for newsletters, receipts, and recurring emails.

V. Browser & Mobile Quick Rules
Browser Tabs: Group by context, use "Read It Later" for articles. Aim for <5 tabs at end of
day.

Home Screen: Only daily essentials. Other apps in folders or drawers.

Notifications:

(2 Critical (ON): Calls, Key Messages
A Need to Know (Silent): Work Chats, News
X Junk (OFF): Games, Shopping, Social Media

VI. Security & Tools

Password Manager: Use one for all passwords (Bitwarden, 1Password, etc.).

2FA: Enable Two-Factor Authentication everywhere possible.

@, Audit Apps: Delete unused apps/subscriptions every few months.



