
Delatool

5S office

Area / zone: _______________________________________________

Date: __________________ Owner: ______________________________

1. Sort

Check item OK Note

Unnecessary papers and materials removed ■

Old printouts and mail cleared ■

Duplicate folders merged ■

Personal items limited ■

Dead digital files archived/deleted ■

2. Set in order

Check item OK Note

Clear document flow and archiving ■

Desk drawers labelled and sorted ■

Shared areas have defined owners ■

Reference material easy to find ■

Meeting rooms prepared with standard layout ■

3. Shine

Check item OK Note

Desks and shared surfaces clean ■

Printers/copiers without paper stacks ■

Kitchen/pantry cleaned ■

Floors vacuumed ■

Whiteboards and screens cleaned ■

4. Standardise

Check item OK Note

Desk standard with photo/example ■

Archiving rules posted ■

5. Sustain

Check item OK Note



5-minute tidy-up every Friday ■

Digital files named per routine ■
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