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Welcome to the world dlome Organization Secrets for Busy Momn glad you found this

information-packed guide.

If you're like most moms, you struggle with gettiagd staying organized in your home, office
and life. You may not fully believe this as you bethis e-book, but living an organized life is a

skill that anyone can learn. | know because | waseavhere you may feel you are now.

You may be feeling a bit overwhelmed as you belgis nini-course. That’s perfectly natural.
Let me share a bit about me ...

In 2002 | adopted my second daughter from Rusdiaeadge of 3 1/2. We had a busy househol
before Alena arrived, but nothing could have pregane for the chaos and disorganization tha

ensued in our home with the addition of a new cfaldtrong-willed, frightened, pre-schooler

who only spoke Russian, and who had never liveedfamily environment). That next year was

our most challenging ever, but it provided so migayning experiences about managing and

organizing a busy household. In 2003 | launchedrofessional organizing business,
Simplified Spaces, to help other families in myabarea of Indianapolis Indiana to calm the

chaos and simplify their lives. I'll share moreoabthis later.

Today, although we’re still as busy as ever, owrsetold now works like a well-oiled machine,
where everyone plays a role in supporting the fianld keeping our clean and organized and

where our surroundings support our family valudena has grown into a beautiful, smart, well
2
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mannered, respectful little girl. In fact, just &ydas | write this, | learned that Alena was

selected to go out to dinner and to an IndianaBaya@ne with the school principal tonight,

along with a small group of fellow well-behavectlktr 4" grade students! | am a proud mom.

Perhaps you're experiencing a change in your liéeit ...
a new baby
a marriage or a divorce
going back to school (college)
kids starting a new school
a new job, or changing job hours
a home disaster like a fire or flood
moving to a new home (larger or smaller)

a family member’s illness or death

All of these life transitions can cause an upheavalen the most organized home. And may
take months, or even years to fully adjust totdttk all of us about a year to fully adjust to
Alena joining our family and to fall into a regularutine.] But let’s face it; it is just part oféi

to experience these transitions. Yet many of ustdealize the impact these life transitions have
on our world. And if you didn’t feel organized bedoyou experienced a life change, it's not har

to see how quickly your life can spiral out of aaht

As a Professional Organizer, what | often seeaswhen your life becomes disorganized and
out of control, folks often lose confidence in thabilities to turn things around and feel
embarrassed about their environment and bad abeniselves. They spiral into negative talk
and begin to close themselves off from the peoptkiaterests they enjoy instead of being kind

to themselves and making the connection aboumntipact of this change in their life.
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I’'m thrilled that with this e-book, | can now shdife-changing home organization strategies
with families globally, which has been a missiomahe for many years. | began this effort with
my first book in 2007,Mom, Can | Help Around the House®@hich is a comprehensive system
and workbook focused on developing a householdecbgstem and teaching children critical

home maintenance skills (chores). To learn momat vitp://www.KidsandChores.neAlthough

there is a chapter dedicated to home organizatidimat bookHome Organization Secrets for
Busy Momsis meant to be a stand-alone “how-to” referenakiam great compliment tdom,

Can | Help Around the House?

Home Organization Secrets for Busy Monssan interactive e-book. Throughout its contént,
present strategies, tips and many checklists {o yml analyze your current situation and
develop strategies for you to create the home enment and lifestyle you envision. I've even
provided exercises to help get the organizatioaHlrblling. When you combine Home
Organization for Busy Moms e-book with our bonysortHome Organizing Secrets — Room
by Room(included with your purchase), you have all thdsgmu need to create the home

environment you dream of.

Feel free to approach this workbook in the manhat works best for you, but | suggest that yo

start at the beginning and work through it to thd.eVhen you finish this workbook you will

have the foundation for designing organizationatems for your space and family dynamics.
To make it easy to follow, I've divided this workddointo eight chapters:

Chapter 1: Organizing concepts
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Chapter 2: What are the REAL reasons you want toggnized?

Chapter 3: Are excuses that hold us back?

Chapter 4: The benefits of an organized lifestyle

Chapter 5: 13 MUST-DO strategies to clear the etuahd simplify your life

Chapter 6: The importance of creating systems totaia an organized environment

Chapter 7: Let’s get started — the steps to orgamany household space

Conclusion
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Home Organization Secrets for Busy Morbggins with some thought-provoking questions to
introduce some of the basic organizing principtebelp get yourself in a problem-solving frame

of mind. Let's start with some basics.

/ %
It's simple, in theory. It means that ...
you can find what you need when you need it
you can perform the activities that you want in\eeg space,
you can do the activities you desire without wastraluable time and energy

the environment allows you to focus and be progectivhether you are balancing your
checkbook or preparing a meal.

Achieving this state of organization is the chajenve all face.
Find out where you stand by asking yourself thesédntee questions:
. Can | (or others in my home or office) find whatded in less than 5 minutes?

. Does my environment allow me to focus on what’s inmoportant to me, or do | waste
valuable time and energy in my space?

. Do I like being in my environment and how do | fegien I'm in this space?
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If you answer these questions honestly, you wiWeha good idea whether you live an organizec

life or not.
Let's take a look at the questions individually jast a moment.
" (
If you are always losing belongings like keys, wglhnd bills, this typically means that you
don’t have a consistent home for them. They just lherever you drop them. In my work

with clients, one of the first things | do wheniab clients become organized is to create

homes for those items that are needed often ard fst.

Can you think of a few things you are always misplg? Perhaps it's your keys or the flashligh

or your dog’s leash. Take a minute to jot dowrsthitems you're frequently misplacing.




Home Organization Secrets for Busy Moms

There are many studies, which show that the numibgistractions your eye hits on in a space
has a direct effect on your ability to concentrateo many distractions and you will lose focus
and productivity.

This research goes hand-in-hand with the falseeqanaf multi-tasking. Humans simply cannot
focus on several things at once — studies are pgoewvery day that our brains are simply not
capable of efficiently processing many tasks attone. A couple of years ago the Wall Street
Journal declared in an article on the topic of rakking that “Multi-tasking Makes You
Stupider”. It's the same with having a visuallyttéued environment — if your brain has to
process a multitude of things that it sees in @splaen it's very difficult to focus on any one
thing or task. The result of a visually clutter@éee is a cluttered and distracted mind.

To be honest, | hear many clients say that whepdhe surrounded by clutter, they can’t even

decide what to focus on. Looking at the photo beldavyou think the family who worked in this
home office was able to focus on anything? NailhfThe mom was confused, overwhelmed,

and stressed all the timal!cluttered space creates a cluttered mind!
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Now look at the photo below. This is a photo of $hene space after our organization project
with this busy family. How do you think they ard@ko focus and concentrate in their office

now? Only those items that are used for daily waré current projects are on the desktop. The

parents who work in this space can now focus ont weeads to be done when they walk into the

space, instead of being distracted and stressgoloasas they walk in the door.
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What in your space makes you feel frazzled and disicted? Be specific(Giving the answer
of “everything” isn’t an option)

$ 2%+ .1 31 A

| often see clients set up a home office in a bikroom or in the basement because it's an
available space that is infrequently used. Butodgtin the home likes to go into that space

because it's away from the rest of the family. #lso probably not a great place for a home
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office — if you don't like being in that space, yaon’t want to go there to work and therefore,

you won’t be productive there.

So in this example, instead of an out of the waacepo set up your home office, pay attention
your natural behavior and set up your office where like to spend time. In the past ten years ¢
so, homebuilders have begun including a plannirsl dethe kitchen area. This is a result of
families indicating a need for a space like thighia central area of the home to manage the

family’s activities, because we prefer to spendtoue where the family is.

Ask yourself ... is this space an inviting place &?blf you don’t want to be there and you don’

feel good in the space, you aren’t going to spéedime to keep it straightened up.

345 (& ( +1(

It's also important to begin with basic conceptd anild from there.

So let us establish a working definition for whhatter is. Here are three different definitions of

the word clutter. The dictionary definition of diet is:
11
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clutter
noun
1. A confused or disordered state or collection; a jumble: sorted through the clutter in the attic.

Verb

1. Tofill or spread over in a disorderly manner: Boxes cluttered the garage.

2. To make disorderly or hard to use by filling or covering with objects: | cluttered up my desk with
old memos.

Clutterers Anonymous defines clutter as “anything we don’t need, wantyse that takes our

time, energy, or space, and destroys our serenity.”

Professional Organizersdefine clutter this way:
“Clutter is anything that you possess or do thaeslmot enhance your life on a

regular basis.”

The dictionary definition is both a noun and a vesdclutter is:
Thosemagazines piled highin the corner of the coffee table collecting dust
Theappliances sitting unopened in their original boxor broken in the basement.
Thoseknick-knacks covering every surfacehat you dust around.

Clutter is alsdhabits and routines that no longer fityour needs or lifestyle.

For example, here are two case studies of fanlilresrecently worked with that illustrate how

clutter is invading their lives.

Case study #11 worked with a busy family where the wife had bé&®ming her husband’s t-

shirts. This wife and mother continuously felt zked because she was doing so much for her
family she didn’t feel that she had any time foravmattered most to her. She never thought

ask him whether he cared if his T-shirts were ithre® | suggested she ask him.
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Surprise! He didn’t. By eliminating that one task, she gaimn extra hour a week to use in a
more fulfilling way. This change eliminated clutfeom her life.

Case Study #21 recently worked with a young couple who were viengy physicians who

worked long hours at the hospital. When they wemnady, they wanted to be able to unwind and
recharge their batteries for the next demanding atythey felt overwhelmed by clutter. They
needed strategies to live and work more efficiemtltheir space. They had problems with pape
piles and inefficient files and wanted to revam@itihome paper systems and files. During my
interview with the couple | learned of an inefficidask they could immediately eliminate whic
was to stop scanning their utility bills into themmputer. We discussed the reason they felt the

needed to keep their utility bills in paper ancceenic form.

After we discussed the types of paper he should kee those that he could pitch, (and he felt
comfortable with this), he realized that the tirperst scanning utility bills into his computer was
just clutter in his life. The time he spent on ttaisk was clutter that kept him from pursuits that

are more enjoyable.

These are just a couple of examples of clutter thiaén eliminated, added more quality time an
space to my clients’ lives. Again, clutter can bggcal paper, clothes, files, furniture, décor
behaviors, actions, feelings, - really anything tih@es not enhance your life, or gets in the way

of you focusing on life enhancing pursuits.

What clutter do you have in your home and in yourife? Close your eyes and take a few
minutes to picture your habits, routines and yqacg. Jot down below where do you see
clutter in your life?

13
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You keep telling yourself that you really SHOULDt geganized. How many times have you

said to yourself that you're going to tackle the mver the weekend. But the weekend comes ajfd
goes, and nothing got done. You know it will takieteof time and effort, so the question is, wh
bother?

Getting organized is not like other home improvetinjects. Home organization is a very
personal issue and is closely tied to your feelmigsut the stuff that fills your space (positive
and negative). Just like there is no one systetrvitlawork for everyone, there is not just one
reason someone wants to be organized. But to adistniyetter organization, you need to figure
out why it's important to you. Determining the reas for you, can be the catalyst you need to
get you started and keep you motivated.

The Surface Issues

When [ start working with a new client, one of thest critical pieces of information | want to

identify is why they want to get organized. Why isgp¢he time and effort? Why is it so
important to them to accomplish this. The answerféen hear are:

| don't like the way my home looks

| get stressed at home so | eat out most of the tim

| can’t find things

I’'m embarrassed to have anyone come into my house
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The Deeper Issues

However, I've found, after five years as a Profeisal Organizer, that the real reasons generall
lie much deeper. After our initial discussion abth# reason for getting organized, the truth
usually has little to do with how the space lodHere are some examples of what the real

reasons might be.

The mother who couldn’t find things, really justnt@d to stop the chaos in her life and
create a positive atmosphere for her family. Affgending more than 15-minutes looking fo
a shoe, and her son missing the bus because hantdird his lunchbox, the first thing she
did after driving him to school was breakdown itgars, then she cancelled her plans for
lunch with her mother because she felt guilty taagd enjoy time with her mother because

her home was in such disarray.

The man who was embarrassed when other peopleisamels, wanted to be able to

reciprocate social invitations and invite friendshis home and have a social life.

The woman who didn’t like the way her home lookea|ly just needed her home to be a

relaxing sanctuary where she could escape fromeas$tl career and recharge her batteries

The man who shared with me that he ate most ahkals out because his home was
cluttered, found that his home disorganization madefeel like an out of control failure
and it zapped his focus and physical and mentabjgn8taying away from his home made

him forget for awhile.

Think about this for a moment. These folks feelaoomfortable in their own home that they
won't invite friends over or they stay away fronethhome as much as possible because it
16
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makes them feel bad about themselves. Is therdiagyhealthy about feeling this way about

your own home? Of course not!

What is YOUR true reason for wanting to get organied?

Below I've included a series of questions | askalignts to consider before our first meeting. |
preparation for our first session, they complegeftilowing assessment, which allows them to
identify how they are currently feeling about thetiate of organization. With the answers to
these questions, you will have a baseline aboutymwfeel about your current home
organization. Complete this assessment yoursakééohow you're feeling about the state of yo
home organization. It's very important that you homest with yourself with your answers.

7-5180 150890 !180 O - ,-8

Circle the most appropriate answer. Remember,uftyaly desire to make improvements there’s no

reason not to be honest in your answers!

1=Always 2=Usually 3= Sometimes 4 =Ndsually 5 = Never

| can find anything | need in my home within 5 nties!

| pay my bills on time.

| have a specific place to put incoming mail uhtibn open it.

| throw away junk mail immediately.

I manage paperwork well (medical, legal, financédords, etc.)

| either fix or get rid of things that are not inagg working condition.
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| enjoy my home environment and find it a relaxargl nurturing place to spend time.

My home reflects my personality and preferences.

When running errands (dry cleaner, grocery stdte),d plan my trip to maximize use of

my time.

| am satisfied with meal planning and preparatmutines in my home.

I manage telephone time well (incoming and outgaiaks)

Once | recognize habits that work against me, listdjow | do things.

| do laundry on a regular basis, before I/my familps out of needed clothing.

I only subscribe to publications that | have tirngdad (newspaper, magazines, etc.)

Everyone in my household knows where things bebmdjthey put them away.

| have a systematic method for purging unnecesaadyoutdated information.

| have gone through my closets and drawers duhiegast year and have gotten rid of
items that do not fit or that | do not like or war@®@thers in my household have done the

same.

| donate or throw away anything that does not ec@amy life on a regular basis.

| have an effective system in place for storingigd need to keep but don’t use regularly]

(old tax records, etc.)

| have enough quality time with family and friends.

My schedule does not prevent me from getting regetarcise and ample sleep each nig

Overall, I live a balanced life (physical, mentjritual, social needs are met.

Total each column and read the explanation for whathe total means. If you scored:

110-99 Congratulations, keep up the good work!

98 - 77 You are on the right track, but there@mndor improvement

76 — 55 Caution — you're on the edge — there cbalttouble ahead if changes are not made so

18
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54 or less — Get help immediately! You're wastiaduable time and energy.

You're almost done.... Give some thought to the following two questi@nd write your knee-jerk

response in the space provided.

What keeps you up at night (as it relates to yauméa organization)? What would make you feel better
about this?

If you could save one hour a day (x 365 days/yleagetting more organized resulting in managingryou

time and space better, what would that enable galotthat you are not doing now?

What is one area of your life — that if yfacused onover the next three months — would make a huge

positive impact in the quality of your life? Detber some measurable outcomes you desire.

Example: Focus #1:I would be more organized in my home
Measurable outcomes:

| can find anything | need in 5 minutes or less

| have an organized filing system for my paper

| can have friends over on short notice withouhgembarrassed by the appearance of
my house

We eat dinner as a family at least three times Week

| have time weekly to devote to outside interegts exercise

| get 7-8 hours of sleep per night and awake rbéds

My/our home is a sanctuary allowing us respite ftbmhustle and bustle of life
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Focus #1

Measurable Outcome:

Focus #2

Measurable Outcome:

Focus #3

Measurable Outcome:
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We should also examine some of the reasons (angestwe use to convince ourselves to not
commit the time to getting and staying organized.

We all, myself included, have excuses we pull duduw pockets when it comes to making a
commitment to getting organized. Here are jugvathat I'm sure you're familiar with. As you
read through these six often used excuses, usp#oe provided to jot down your thoughts or
reactions to each one. You may be able to reteserine and immediately think of occasions
when you have used these same excuses. Use tteempaided to write down your reactions tc
each. It will help you to recognize your thougaisl emotions that may be holding you back.

n #:

| used to say the same exact thing. “I just doaitentime; I'm too busy to take the time to get
organized.” In reality, the opposite is true. Resh shows that for every hour of planning, 3-4
hours are saved from redundancy, waiting for infation, not being prepared and poorly
managed tasks.

It is SO worth it to start with the planning upritoThen everything that you do after that flows
so much more easily. That's really the purposegoal of getting organized ... investing time
on the front-end in order to make improvements $saae you time on the back-end.

If you have ever read anything by David Allen, autbf Getting Things Donethen you know
that his philosophy states that we must investithe to systemize our daily processes, whethe

21
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it is at home or work. He also believes that wednieemake decisions about incoming
information on the front-end as the informationeeatour world, in order for us to have clear
thinking on the back-end when focus on our wortate action is required (home or office). If

we say to ourselves that we’re too busy to dedi wie incoming information and I'll deal with

this later, then this delayed decision begins tlabecof clutter. Winnie the Pooh explains it like
this:

“Organizing is what you do before you do somethirsp that when you do it, it

is not all mixed up.” - Winnie the Pooh
Its necessary then to stop before your delayedides create more clutter, and invest the time
to analyze what is not working before you can dxmre to make improvements to help things

work better.

What are your thoughts and reactions?
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Many people have trouble parting with things tietythave spent money on. That being said,
keep in mind that there is a cost for everything keep, and usually it's a cost of your time,
peace of mind, or the money you spend on maintendndact, it is said that it costs an average
of $10/square foot to store items in your homeniroy experience, | have seen many homes

that are merely storage units with people livinghem.

For example, | worked with a family to help them geady to list their home for sale. The
couple had three kids in college and they wanteskliathe large home and downsize. As |
worked my way through decluttering each room offtbme and moved to the basement, |
couldn’t overlook the fact that the space wasdille the edges with kids stuff. This beautifully
finished recreation area with a built in bar, ptaddle, and home theater, was full of toy chests
full of dolls, puppets, baby books, Lego’s, andiBais. You could see the whole progression o
these kids lives, from infancy all the way up tgthschool, all left out in the open. Kindergarte
papers were stuffed in kitchen cabinets (along wighdeed to their home - but that's another
story). Remember ... the kids were in college! Tiveye not even living with their parents
anymore, yet the Big Wheel and Barbies were stillio the open in the finished game room

downstairs.

They hadn’t been able to part with this stuff bessathey’'d spent money on it and it held

sentimental value. But these things were takingalpable space and hadn’t been used for mo

than 15 years.

Think about how you might be able to relate to thigour life, and write down things that

you’re holding onto for the same reason. What ate yhoughts and reactions?
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Love the giver, but not the gift? If you're holdimnto something because someone gave it to

you and/or you would feel guilty about letting gitpgive yourself permission to pass those

things on. Gifts that don't fit our lifestyle anest clutter. Re-gift it, sell it on eBay, donateat
charity or sell it and use the money to do somegtimecial for the person who gave it to you.

Letting it clutter your life and your home is prditynot what the gift-giver intended.

What are your thoughts and reactions to this extuse




Home Organization Secrets for Busy Moms

. <> / n

Think about this myth for a minute. Of the stufatlyou hold onto because “you might need it
someday” ... take out the emotion and consider taktye- have you ever needed any of these
items that you have convinced yourself that youhihigeed someday? If these items do not ha
a specific purpose and just lay around unused, tteynare clutter. Do you have a junk drawer,
basement or garage in your house full of littlecpeeof things that you have no idea what they
go with but you fear parting with them becayse might need them some@df/so, consider
the reality of this excuse ~ have you really evesdeel any of these items, and is it likely that
you will in the future? If so, then for what purgdsif the need arose, would you even know
where to find it? Challenging this excuse with afignts often results in them dismissing the
emotional reasons they are holding onto an iteml@wking at it in more realistic and objective

terms. This is a good.

How many times have you purchased a duplicate afambecause you couldn’t find the

original or didn’t even remember that you alreadyl lone? | see this ALL the time in cluttered

homes. I'm giving you permission to throw them ddéeping only those items that do serve a
purpose and being able to find what you need wioennged it is far more important than

holding onto items that have no useful purposeour yaily life. They are just clutter ~ let them

go!

What are your thoughts and reactions to this extdsedown some items in your home that

may fit with this excuse.
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Basements, garages and closets are filled withsitiat “just need to be fixed.” If you don’t fix
something as soon as it breaks, face it... you'réaty not going to. It's just another delayed
decision. Letting broken things pile up around ybame is not only clutter, it's distracting,
takes up space, creates dust and debris, ancd'etergy. It's like letting a bunch of dead
plants sit around the house. Think about it, if gom't need to get it fixed right away, then it

must not be something that you are even using.

Make a decision to take action ~ put these itemk bdo use by fixing it or let it go.

What are your thoughts and reactions? Jot dowrtehes in your home that fall into this

category.
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| often observe this in homes with young childrelating to their school and art work. The
child brings home hundreds of school papers anggiover his /her school career. You just
can't keep it all. Rather than letting that volcaotence project sit in the basement collecting
dust, take a picture of it. Better yet, take atplad your child holding or standing next to the
project. This way you get a snapshot in time ofrychild at the time they were when they made
the project. You can have the image framed or youptace it in a photo album or scrapbook. |
did just that with a science fair project of my dhter’s. | took a photo of her standing next to
the project display board then put the photo insacrapbook. The photo of her at the age she
when she made the project is far more meaningéul traving the physical project that was

disintegrating before our eyes.

One of the reasons we hold onto stuff that we lsasentimental attachment to is to hold onto
the memory that is attached with the item. A solutio help you part with items that you have a
sentimental attachment to is to take photos oftdme or create displays to honor and protect th
memory. If you're not willing to display it, why ke onto it? The item must not really be that

special to you if you are allowing it to deteriardty storing it away in a box. | had a client last

year who had been keeping a huge 3 foot tall gdegrthat her dad won her at a carnival when

she was a little girl. She couldn’t part with itdaeise of the memories it represented for her. W
took a photo of the dog sitting on her bed. Shetpd and put the photo in her scrapbook, and
parted with the 3 foot dog, knowing that she hagsprved her memories of the dog.

What are your thoughts and reactions? What in fioure could you take a photo of and let go

of the item.
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There are many more common excuses than this,listed the ones | hear most often.
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Many studies have been conducted over the yeassdglists to measure the overall happiness
of Americans. Would it surprise you to learn th& scored the highest on happiness scales in

the late 1950’s? Measures on this scale have gseyely declined ever since.

Relating to home and life organization, what do ok has contributed to this consistent
decline in our happiness with life? Could it battthe average American home is 50% larger
now than it was in the 1970’s and we have 50% rstuf in our homes than in the 1980's?
Many experts point to our overabundance of sth#,gursuit of more stuff, and the time that the

maintenance of our stuff demands of us, as corinigpdiactors in this decline.

Even though retail marketers would like us to baidifferently,stuff doesn’t make us happy!
I’'m sure it's no surprise to learn that accordiagekperts - life, people, and community are wha
bring us happiness. Sociologists, in the documgrifdfluenza” (PBS documentary and book)
suggest that Americans have shifted from beingem$ of a community to being individual

consumers.

Don't believe it? Turn on any of the home improwntelevision programs. There are now
several of these shows that are targeted towarnple&oth too much clutter. Frolean House

to Clean SweepndMission Organizationeveryone is looking for solutions for managingithe
stuff.

Another statistic that is very telling about ourrenmt culture is the dramatic rise in the US self-
storage facility industry. The Self Storage Assbioia(SSA) indicates that the number of
primary self-storage facilities in the United Staltes nearly doubled since the year 2000. At t

29




Home Organization Secrets for Busy Moms

end of 2006, 51,500 primary self-storage facilitiested the country, with 23,075 of those
facilities added between 2000 and 2006. This remtss31-percent growth in the number of
facilities during this period.

I hope this trend alarms you as much as it doesAsein Organizational Consultant, when |
hear this, | think to myself ... how could anyoneiagh a joyful life with purpose when all their
time and brain-capacity is consumed with how tq sg@e and maintain all the stuff, between

their home (that is likely stuffed to the seamg) arstorage unit full of excess more stuff?

Have | convinced you yet of what being disorganizecbsting you? Now let’s consider the

many benefits of improved organization in your spand life. Better organization will:

Reduce stress.Consider how you start your day. Is it spent mad dash for keys, homework,
purse, briefcase, etc? Not being in control ofrystuff and your environment creates stress.

According to the WSJ we waste an hour per day lopkor misplaced belongings.

Improve relationships. You are not the only one affected by disorgaiozrain your home. A
chaotic lifestyle and environment strains relatfdps with your children, your partner, and eve
your co-workers. On a professional level, disorgation can erode others’ confidence and trus
in your abilities. Greater organization reducesflict between those for which you share your

space.

I can recall many clients who were given an ultimaty a spouse or manager — get organized

and clear out the junk, or else. | currently hawaient who has been in conflict with her

husband for many years about her clutter tendentiesfinally gave her a deadline of the end @
the year to get her act together and clear théeclat he was moving out.
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Help you breathe better. Air pollution is 2-5 times greater indoors. Carttauses dust, dust

mites, an accumulation of pet hair and dander, smafdl contaminants — yuck!

Give you more energy and time.Being disorganized is exhausting. Over time, elututs you
off from activities and relationships that you gnj@rofessional Organizers have coined an
acronymCHAOS, which mean€an’'t HaveAnyoneOver Syndrome. Disorganization limits
your choices and ability to be spontaneous. Comlgrbeing organized frees you to schedule

your time in healthier ways like going for a wal&,the gym or to an event with friends.

Save money.Disorganization is expensive! Expired couponst &pft cards and refund checks,
late fees, lost receipts for returns, missed darty discounts, bounced check fees, unproductiv
time spent looking for things (time is money), mpseent eating out — all of these unnecessar

costs occur in a disorganized life.

Reduce accidents.An organized home is a safer home. Less strasstaff reduces accidents —

both in the home and in your car. This is an egfigdmportant issue for seniors and young

children. Narrowed hallways, sharp corners, déstyiture due to clutter, and stuff on the floor,

all contribute to an accident waiting to happefave many clients who notice having fewer
bruises (especially on their legs) after gettingamized since they are no longer bumping into

stuff in their overcrowded space.

Help you eat better. Clutter in your environment also contributes thealthy eating habits.
When you feel overwhelmed with your frantic schedol in your space, you are more apt to eg
out and on the run. Improved organization allowsgproved meal planning, purchases and

preparation. Additionally, you'll have the energyrhake that meal.
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Help your belongings to last longer! have often worked with clients who have lostkraf
what they own and how it is stored. As we delve thieir stuff, we find destroyed photos,
rodent colonies, flooded photo albums, rusted tantsso on. The reason for this is they have
stored their belongings improperly and essentialtged them into trash in their own home.

Help you see clearly.Living a simplified life by reducing physical,sual and mental clutter
allows you to see what is really important to yGueater organization also allows you to see a

react to new opportunities in front of you.

Give you the space and freedom to fully experiendde. Think about it ... are there ANY
advantages to living a disorganized life? Organiagr life and you will experience more

enjoyment and satisfaction.

Close your eyes again and envision how you wowdtigth your life organized and in control.

Your life and your space are in order — you're msthed, late or frustrated because you cannot
find something or because a habit is holding yatkba

Brainstorm and write down how you imagine your lifeorganized How do you feel

personally and in your space? How do you spend tyma?
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Now take a step backVhat changed? What's different from your reality today and hgou
want your life to feel and look? What will needite removed or organized to help you feel the

way you just imagined?

For example, imagine yourself a veritable Cindaralilthe kitchen in the morning with birds
bringing you your coffee and chipmunks bringing ybag and keys. How is that scene differen
from your reality, (besides the fact that you ddiwvé with birds and chipmunks?)

Do you regularly fly through Starbucks on your wayhe office because you keep forgetting to
buy coffee? Are you fumbling to find your keys ¢ef you rush out the door with no time for
breakfast? Are your children calling you from sahioecause they’ve forgotten their homework
or their lunch money?

Now consider what is different about what you eiovisand your reality?

With greater organization, what you just visualiZ&8N be your reality. Which reality do you

prefer? Itis truly your choice!

In the exercise above, the vision of your life arigad becomes your goal. As you get started o

your organizing projects, to determine if you'rekimg progress or not, go back to what you

wrote down in the above exercise and compare lityes getting closer to your vision.
Brainstorming what you may need to address in alerake your visualization a reality
becomes your organizing plan. Use the space bededin braining-storming what you want to

address in your organizing plan.
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At this point you’re probably wondering how yougeing to get from Ursula the Sea Witch to

Cinderella with just little bit of organization.el’s move into the secrets to success with specif

action steps to clear the clutter and simplify yiifer.
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We are what we repeatedly do. Excellence, thamtign action but a habit.

- Aristotle
"< %, 6 ' /1
| often hear from moms, “I used to be so organiziedon’t know what happened.”

What happened is that your life changed when thtikepeople entered your life. Your lifestyle
changed! If you haven't spent time to reevaluagertbeds of your lifestyle and made adaptatio
to encompass those needs, you're setting yourpdtirufailure. It's time to adopt new strategies
that involve the life you have now. It’s time tdagt your environment to fit the reality of your

current lifestyle, not your former lifestyle.

Previously | shared a story about baby boomer fathdt | worked with that hadn’t updated

their lifestyle or environment since their childneent off to college. That is an excellent

example to illustrate how important it is to makmriysystems fit the life you live now, not a
former lifestyle. These parents were consideringwnsizing move, but needed to clear out a
lifetime of stuff before they could even considegit options. Their three children were grown
and had lives of their own. But lo and behold, esigiice we tackled appeared as if there were
still young children living there. We sorted Linodlogs, Legos, Barbies, children’s books, pile

of kindergarten and grade school papers and eBag Wheel!
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| often hear folks say, “I just need more spacedan tell you that 99% of the time they don’t
need more space, they just need to store theinbilgs differently.

Sorting items using thdike with like” strategy means to sort like items together based o
frequency of use, item category (like those typycated in a kitchen, bath, bedroom), or
activity. This saves space, time looking for iteiausd allows you to see your inventory in a snaj
For example, if all the screwdrivers are in onengnga then you know where they are and
everyone in your home knows where to put them bieltl the soap is stored together, then yo

know easily when it’s time to buy more.
You can also store supplies by activity. For examgltore all your coffee making supplies
together so you don’t have to walk all over thelkén to gather supplies needed to make your

morning coffee.

I've provided a diagram on the next page to help yisualize your space for the sorting and

storing process based on your need for accesse this diagram with clients when we are

strategizing and space planning. | call this syrposing a Space.’ I'll discuss this again later,

because it is a critical step in the organizingcpes.

Place yourself in the center of the bull’'s-eye, thiee it's a home office, kitchen or
bedroom, and then consider the activities you WAdIBe able to perform in that space,

not how you are currently using the space.

Using the diagram, visualize where you need toepitens in the next ring based on its

frequency of use and closest point of usage.
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Explore the diagram to see how far away you shplade things so you can very
efficiently complete tasks and access needed towssupplies where the activity is
performed. The goal is to avoid wasting time antlaesteps having to go across the
room or to another room to find something you nieedo the activities you've planned
for that space. That's an inefficient use of yoore, especially if you have lots of
distractions in your space (i.e., children!). liuyoave to travel too far away from your

starting point to access an item you need to umeaye wasting time, energy and focus.

As you begin the sorting and purging process desdriater, use this diagram to identify

each item you touch as an A, B or C.

A well-known marketing clicheé
applies to organizing too ...

LOCATION IS EVERYTHING!

Place files, materials and supplies
used menthly or every couple of
manths this distance from you.

Place files and materials that
you use weekly this distance Place supplies, materials and files
from you. isedl dally clesest ta you, within
reach af your fingertips, thus
called "fingertip files’.
ltems uzed seldam, but still desmed wmeful,
Iowad or baautiful should not take up valuable
real sxtate claze o you, rather these ftemz
shauld be placed in on sasily sccaszible dizplay
ar storage area. Get rid of the rest!
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Examples of Category A (daily use)

Spring clothes when it's spring

Coffee pot, filters and other coffee supplies itiydrink coffee daily

Office supplies, like pens, paper, scissors, staplan office within easy reach of where
you sit

Eating utensils

Computer if used daily

Examples of Category B (weekly to bi-monthly use)

Casserole dishes used weekly/monthly

Boots, gloves and scarves — in the winter if yoa In a cold climate

Reports and materials you reference weekly to mgnth

Examples of Category C (seasonal or seldom use)

Skiing, boating or camping equipment

Suitcases unless used more often for work travel

Off season clothing (if main closet isn’t large agb to hold all seasons)
Holiday decorations

Old tax returns (up to 7 years old)

Stored memorabilia (say from college or when kigsewoung)

Christmas china
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Storinglike with likeor by activity opens up a lot of space. If younoit to storing your stuff
by this method, then you will always know wherditml what you need and everyone else who
uses the space will know where to find and put aeays as well.

BC/5 D! ,

This strategy focuses primarily on our dealings aafdtionship with paper.

As a culture, we hoard information with the thoutitzstt we are missing out on something
important if we let it go. | often hear a clieniysahen we uncover old magazines, newspapers,
etc., “I need to look through them before | carothithem out.” Does this sound familiar? Take
it from a Professional Organizer ... you've gotteong just fine without this information. If you
don’t schedule the exact time you will ‘go througlem’, this old, obsolete information will just
go back in a pile to continue gathering dust akthtaup space. Think of how you manage

magazine subscriptions and incoming e-mail.

We let much more stuff come into our home than wex &t go out. This is especially true for
paper (information), clothes, and often crafts.

Organizing Consultant, Barbara Hemphill inventeelRbA.T. model, which says that with any

paper or piece of information you touch, you neethaike only one of three decisions,

consistently -File, Act or Toss.

File it — paper requires no action (except the actiorlingfit)

Act on it — paper requires action to move it toward comgieti
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Toss it— paper that doesn't fall into either File or AEbss refers to throwing away,

shredding or recycling)

But would it surprise you to learn that studieswvgltibat on average a piece of paper is moved 9
times before it is acted upon. Again, another hugste of time.

When | use the F.A.T. strategy with clients, thesy@amazed by how easily they are able to brez
through the confusion of information overload amitgly make one of these three decisions. |
have found this strategy to be a no fail way taklyimake decisions when sorting through
paper clutter. Try it yourself and let me know hibwvorks for you.

As a culture we struggle with weeding our stu#.(iletting go of what we don’t use and keepin
only what we do use). No, | don't mean gettingafdhe dandelions in your lawn, but the

analogy is similar to weeding in your yard.

Don’t we typically want to rid our garden and laainpesky weeds that choke out what we love
to see in our yard - healthy green grass, treesbstand flowers? Weeding our stuff is a simila
concept. It means consistently weeding out the stefrarely or never use, and keep those ite
close to you that you truly use and that enhance ye.

After you have weeded and organized an area, fakh@yOne In/One Out Rule —
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For example if you bring in a new sweater to yoardvobe, you know that there are likely
many sweaters in your closet that you are NOT wegarin fact, statistics show that we wear
20% of what we own 80% of the time. Think aboutityown habits. Don’t you tend to grab the
same shirt and the same pants that you just woentlg? And what happens to the stuff on the

periphery of your most worn clothing? Be honest!

We tend to re-hang clean clothes in easy accesséhbike and wear often. We gravitate to the
items we love and avoid the ones we don’t. Stdmtel/ourself that you’ll hold onto it because
you ‘might wear it someday’ or that you ‘might ifito it someday’. In reality, does that ever
really happen? NO! Let it go. If you're not weayih now, you won't wear it in the future.
When | work with clients in their closet our goslto identify the 20% that they wear often,
organize those items in easy access, then malessttiecisions about the other 80%. Does it
seem extreme for me to suggest that you could lictneed out 80% off what hangs in your
closet? OK, let's be more liberal with this perage — even if you weeded out 30% of your

clothing, that would be a huge improvement and wdrde up space for what matters most!

0 061

| probably sound like your mother with that stataem@&ut in reality, delayed decisions (because

of not putting things away) are a bad habit thaisea clutter and disorganization, and this see

to have gotten worse in our modern “crazy-busyturel Not putting things away when you are

finished using them is just plain procrastinatiBot, procrastination is a habit that can be
broken. Here’s how I think of the close the loopmcept.
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When you take an item out of its home to usklibsing the loop’means to put it back where
you retrieved it when you're finished using it. g the item back in its home where you
retrieved it is closing the cycle of the use oftttem. Over the years as our lives have become
more complex and time-deprived, we have developeset habits, and we are teaching them to
our children. How have we convinced ourselves ithatanything other than a bad habit to leave

all our stuff lying all over the house when we’r@né using it?

How long does it take to walk to the closet to take shoes off? Instead, we procrastinate the
inevitable, save ourselves the five seconds it ditake to put our shoes in the closet, and
instead kick our shoes off on the floor. Multiphig by several times a day for each family
member, and you can see how much clutter can adatamuo a single day! Then when you're
ready to wear those shoes again, they can’'t bedfoutheir home, so you end up spending the
time you saved on the front end combing the hooskimhg for them. So you see, you are not
saving yourself any time at all by kicking them wffierever you land. In reality, you're probabl
wasting even more time by having the race arouaddtuse to look for them. Seems rather sel
defeating when you think of it that way, doesrt it

In our home, my children know that they cannot offee any excuse that is acceptable if | find ¢
coat lying over a chair instead of in the coat etogVhat could be so urgent to cause them to
drop their coat on a chair instead of spending $i¥eonds téclose the loop'and hang the coat

in the closet?

Break this bad habit in your household and you salle yourself SO much time and effort

looking for misplaced items and dealing with pid<lutter! In fact, a national cleaning

association indicates thaliminating clutter would reduce housecleaning by @% in the

average home! | cannot underestimate the powdmn®bhe strategy to reaching your goals of
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clearing the clutter and simplifying your life. Tarther illustrate this basic strategy here is grea

advice from fellow Professional Organizer Donna fima

Household To-Dos for Everyone

If you take it out, put it back.

If you carry it in, carry it out.

If you borrow it, return it.

If you open it, close it.

If you throw it down, pick it up.
If you take if off, hang it up.

If you break it, fix it.

<Al

People often assume that those who label thingsleessively neat. Nothing could be further
from the truth. Have you heard the joke “Organipedple are just too lazy to take the time to

look for things.” That's definitely true in my cdsé&/hat a waste of my time!

Labeling eliminates confusion and identifies torgeae in the space what the home is for
belongings. It tells everyone who shares the spédia does belong in a specific area and wha

does not belong in a specific area.

So, when it comes to establishing cleaning-up nastwith your kids, how can you expect the

to put things away if you haven’t established a &dar items or told them where they're

supposed to go? Labeling tells family members wiieings are supposed to go. Take a look

around an elementary school classroom and yo€llaeeling and organized systems in action
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Children need and appreciate this structure. vikegithem comfort, security and a sense of
mastery over their surroundings. My daughter gadld of my digital recorder once when | had
been recording a workshop. As | was editing anaufbund something she recorded. “Becaus
my mom taught me how to be organized, | feel likan really take care of myself now and
when I'm older. I'm not afraid because | know tshge’s taught me how to do these things.” |
got tears in my eyes when | heard her messageelibghis a great strategy, not just for children
but for adults too. It helps prevent future middter of not knowing where to put an item or
where to find an item. Labeling also reduces tivednslutter of having to make decisions about
where to find something or where it should live wvHmany times has this happened to you whe
you have something in your hand that needs to gesadere, but where? You have an item in
your hand and it doesn’'t have a home. You look ahd immediately feel the discomfort of
having to make a decision. But you'd rather avoakimg that decision, so you just put it back
down where you found it, saying to yourself subctmssly “I'll decide later where this should
go.” (Delayed Decision!!!) Labeling on the fronteéealiminates the probability of delaying these

decisions. Labels are such a great chaos-calmingan for a busy family.

This strategy may seem like an easy one, but thindut all the spare parts, miscellaneous toy
pieces, extra buttons, extra plastic container bagshan socks and all the other unmatched stuf

that hangs around your home that you hold ontméogood reason. You'll never be able to take

back control of your environment if you let thisused junk get in the way of the things and

activities that do have meaning.
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Now is the time to let it go! If you don’t know whaomething goes to, just throw it out. Don’t
fall for the excuse so many of us gives ourselt@gt | might need it someday.” I'm giving you
permission to get rid of all of those pieces andspahich are collecting in your drawers, garage
laundry room, bathrooms, bedrooms, basements aatiiitchen. | know it's easier said than

done, but you just have to be strong and make gtiuds it.

It is human nature to avoid unpleasant decisiongng to decide to let something go causes
momentary feelings of discomfort, so our naturatiirct is to divert our attention to something
else to avoid the discomfort of the decision. Bt coach my clients on is for them to move
through that feeling of discomfort by keeping imhiwhat the big picture is - the vision of your

life organized and in control.

Giving into that momentary discomfort and avoidthg decision to let something go that is
cluttering your life, keeps you stuck where you rmogv. Breaking that habit and letting clutter gc
is moving you forward toward your goals. | see 8usne play out every day when | work side-
by-side with my clients. A professional organizetgds the “Keeper” move through the feeling

of discomfort of making a decision and on to a naygective and logical decision.

At the start of their first organizing sessiongalis often warn me that they will have trouble

letting anything go. But | help them view theirf§ton a less emotional level. After the first

uncomfortable decision to let clutter go, and otieyy see that it wasn’t nearly as difficult as
they anticipated, each decision gets easier andredbe fleeting discomfort has been met heac

on and conquered. The discomfort of the decisioadunlly decreases with practice. Here's a
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guote from one of my clients who was convinced wierstarted that she would not be able to

get rid of anything.

“I'm not done yet, but I'm so much closer. It imazing how easy it is to get
motivated about it now, compared to when we startalck then, like you said, it
was difficult even to start. Now, it's almost h&wdstop once | get going.

Saturday | just kept doing more and more, untélffynexhaustion set in. :-)

Thanks so much for all your help and encouragemevitki”
The bottom line for this strategy is that we mestrh to deal with information as it enters our
lives and not give in to the procrastination mongtat convinces us to defer the decision to a
future date. Our lives are too busy for us to fmmiselves into thinking that if we avoid making
the decision now; we will have the time to getttaier. The reality is that we won't. So today’s

indecisions will be tomorrow’s clutter. | can guairee it!

When starting an organizing project, try thesetsgias to decrease overwhelm and

procrastination:

6 Steps to Stop Feeling Overwhelmed
Identify the projects and areas to organize
Prioritize the importance of the areas to tacklar{svhere you feel the greatest pain)
Choose a date and schedule it on your calendar
Gather your supplies — which prepares you to takiera
Write down the reward you'll give yourself when yaudone.
Now ... just do it. Stop yourself at the first sigham excuse invading your thinking

and progress.
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At the heart of the work of a professional organigehe need to help our client’s problem solve
their current organizational challenges and oftdutsons that helps them make life-changing
improvements. To that end, it is an organizer’'sadréo find just the right container or system
that solves a client’s problem. It is my belieftthayone can live an organized and in control lif
with an open mind to learning new habits, trainidigcipline, and finding the right containers
and tools. This was my philosophy behind the lausfaimy on-line stord he Simplified Home
(http://www.TheSimplifiedHome.ngin 2007. | researched and reviewed each of ttg+o

organizing products carried in my store and | havelemented each in the home of countless

clients.

I have seen the improvements that occur in somedife’'when we find a product or system tha
solves an organizational problem they’'ve been aegpeing. | often see the light bulb go on and
a sense of hope replaces a feeling of helplessviems there didn’t appear to be any solutions.

They see a light at the end of a tunnel when we IsaWwed a nagging organizational problem

with just the right product or system.

| invite you to visit my blog — The Organizing Gerathttp://www.TheOrganizingGenie.cofar

ideas and reviews of The Simplified Home produats many others. To go shopping, jump

over tohttp://www.TheSimplifiedHome.neOn my blog I've also developed a resource page

with contact information for some of the stores anaducts | love.




Home Organization Secrets for Busy Moms

|||<I

The good news is that there is help. There areshamd office organizers, books, classes,
teleseminars, coaching groups, repair people, &ndwse, products, which are designed to he
you better manage your space, your time and ytaur li

No time to read books? Partner up with a cluttefdy. It's so much easier to commit the time

to an organizing project when you have somebodtd you accountable and focused. Sugge:
trading off with a friend (a clutter buddy as Opraills it) — you spend four hours at their place

and then four hours at yours.

To find a Professional Organizer to work with yargonally or virtually, contact tHeational
Association oProfessionalOrganizers ahttp://www.NAPO.netMany Professional Organizers,

like me, offer virtual organizing coaching over thfgone and via e-mail.

Americans are exposed to thousands of marketingages each day. Our children are too.
Today’s kids are learning to overindulge and ovanstime from us. If we don’t want to see the

next generation repeat our mistakes and live afifexcess, overindulgence, and debt, we mus

teach them now the difference between want and.idexte are so many daily opportunities to

expose and teach our children to these concepashTttem by example, the difference betwee
a want and a need and by talking about it.

“Kids who have more materialistic values are unh@ppdistressed, and engage in risky
behavior.”  ~ Juliet B. SchqrBorn to Buy
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Clutter, it seems, is a necessary evil of our core&usociety. Even as we return from a shoppi
trip, we flip the television on only to see commalstelling us we absolutely cannot live
without one more appliance, gadget or invention.

As we put our new purchases away, many of us desoge don’t even have room to store these

due to the backlog of previous purchases.

Given our society’s voracious appetite for shoppomge constant that | see in cluttered homes
and cluttered lives is that the family doesn’tlsetindaries relating to what they bring into the
home. They make impulse purchases without a thaafghihy they need this item or what

specific purpose it will serve. You are doomedaib dt your organizing efforts if you continue

to bring in your home way more than you need on §yu part with. You must make the

connection between your disorganization challerypesre your buying habits. | developed wha
| call “clutter cards” for my clients that they calip in their wallet and pull out when shopping
to help them make objective buying decisions VSotwnal or impulse buying decisions. You
can make your own clutter card from these questmakscarry it with you in your purse:

. What would | need this item for?

. What specific purpose would this item serve in roynle/life?

. When was the last time | used an item like thididrthis activity?

. Is it beautiful, useful, loved?

. What's the worst thing that would happen if | didbuy this item?
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Be honest with yourself about who you are and howrg innately wired. We all have amazing
gifts and talents, but also weaknesses that we toegcknowledge. It's perfectly normal to not
be gifted in every area of life. Managing a homegdmequire a certain set of organizational skill
that may not be one of your innate strengths. Bhait! We cannot all be gifted at everything!

That’s not reality.

What’s more important is for you to be honest abwaub you are innately and then figure out
how to adapt your environment to support who yay gour goals and life purpose. Please
understand that you will set yourself up for fadlufryou try to fit yourself and your family into
an external expectation of how you should orgaypae life. Living an organized life must start
with your natural strengths and weaknesses andgaals. Living an organized life isn’'t about
living up to a predetermined ideal as depicted magazine; it's about meeting you where you

are and taking your innate wiring and lifestyleoicbnsideration and adapting your environme

to support you and to allow you the freedom to mibweugh your space and life more easily

and with more purpose.

“Genuine success is more likely to occur when we kv who we are innately and we match the
majority of our life’s activities with what our bra ins do easily.”

~ Arlene Taylor, Neuropsychologist

After exploring the thirteen strategies to clear thutter, which strategies resonate most with
you? What strategies do you feel will have theatgst impact on your environment and life?
For example, if your biggest source of disorgamirats a children’s toy room, then perhaps the

weeding and labeling strategy will give you the iosmediate improvements. Use the space
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here to jot down some of your strengths and weaaseelating to home management. Then

consider which of the thirteen strategies coul@imployed to improve your home and life

organization.

“...grant...that | may become beautiful in my soul imithnd that all my external

possessions may be in harmony with my inner self?lato

“How different our lives are when we really knowatlis deeply important to us, and
keeping that picture in mind, we manage ourselaes elay to be and to do what really

matters most”. ~ Stephen Covey
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“If I acquire as much as a stone, it owns me beedusill have to dust it.”

~ Henry David Thoreau

| discussed earlier why it’s so difficult for peepb organize, the benefits of organization, and
thirteen specific strategies you must do to maméei organized environment.

Do you now have a better understanding of whatshkstanding in your way? Understanding

and awareness are the first steps to getting argdniEqual in importance are ... systems!

First, here’s a little about my philosophy aboutteyns. I'm a huge fan of systems to manage

our space and how we move through it. When | wdkarcorporate world | was a healthcare

“process improvement specialist.” My role was bs@rve processes and procedures and find

ways that they could be streamlined.

As a Professional Organizer working with a clidrgo into his or her home and observe about
how the paperwork flows through the house, wheedthttlenecks are, where clutter piles have
accumulated and if any working systems are in plaask questions about how tasks get done
and what frustrates my client about his or her epac
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As | mentioned before, most of my clients are bueyhers. Honestly, often mom is the greates

cause for the bottleneck in the house becauseespsiall the information about the running of
her home in her head and she’s the only one timacswer questions about where things go aifd
where they can be found. All family members needaime to her to find things out about their
own home. So one of the first problems | tackl®iselieve mom of being that bottleneck in the

family — accomplished by implementing systems.

When | talk about systems, what we’re referringstdesigning a structure or routine around five

key variables in your life.

. Your space

. Your things/possessions

. Information that flows through your life
. Your time

. Your relationships

Here are important considerations when designimgehmanagement systems:

Document Your Systems
Once a process is documented, then other peopleaanit. If you keep it all in your head, you
are always going to be the bottleneck. This ispiéosophy behind the household chore syste

that | designed for my home and later documentexari33-page workbook and chore card

binder systemMom, Can | Help Around the House?Because | was beginning to teach my
children (then ages 8 and 5) age-appropriate hdmoees, | decided to document each process
and convert it into a written household proceduemual to help me teach them these skills. Th
system now serves as a reference for them, simildvat of an employee manual in a small

business.
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Have a Base of Operation

Managing your home is not unlike managing a smadiress. Consider the typical supplies a
manager needs to run his/her business. Every managds a “Control Center”, be it a desk,
countertop, or office. From your Control Centeyyycan better oversee your family’s activities,
responsibilities and decisions that are made edayy

Learn to Delegate

The home belongs to tlemtire family so all of its members should contribute to iteca

A good Manager is responsible for initiating andnaging projects, delegating tasks to others,
and providing needed training and assistance torasise project’s completion. Our household
chore systemilom, Can | Help Around the Housean help you set up your own organized
chore system where every family member has an pgespriate role to contributing to the

maintenance of the home. I've provided a linkyfou to learn more about this great system.

Mom, Can | Help Around the House®hore system.




Home Organization Secrets for Busy Moms

Control Center — the space where you manage the details of yausdhold, where you
sort mail, take action on tasks, store action papec and supplies to perform these task
Action File System— a vertical file storage system thetporarily holds the paper for
which you need to take action, typically within @-@ays. I've provided a photo of
supplies needed to set up this system. You caamgdesktop file box to hold your
system, but I've provided a photo of an inexpensieebox that | often use, called the
Show-Off by Sterilite. Below is the link to the et file system recommended by
Professional Organizers nationwide. We carry tbaly-made action file system in our

e-storeThe Simplified Home.

=
=
-

Ty g =
saqman
o :

Here’s the direct web address to our action fiktey called?aperConnect Action File

system

Home Filing System- to store non-actionable household paper and dat@iments that you
need to keep for a designated period of time farrtureference. This is a fancy way of
describing what most of us think of as our homiadilsystem. Here’s théileSolutions — Home

Filing Systemthat | love and recommend to all my clients ~a’so brainer. This system just

drops into hanging folders in your file cabinetdas ready to use in five minutes. It takes out al

55




Home Organization Secrets for Busy Moms

the guesswork of developing a home filing systeimu ¥an learn more about this essential

ready-made home filing system at the link below.

® FileSolutions:
Home Filing System..

Get Organized!

FileSolutions — Home Filing System

Incoming Mail Box — a home for in-coming mail, to be sorted nowatet. The kitchen
counter is not an option! (Interesting fa®4: pounds of junk mail comes into our homes eve
year!)

Calendar — paper or electronic. If you have not moved yalendaring to electronic and

prefer a paper calendar, | love tdem Agenda calendars(www.MomAgenda.com

Electronic calendaring offers you the best optitankeep you organized, but it's ok to
still be using a paper calendar if you prefer.

To Do— A MUST -used daily to keep you focused and on task. @lickheTo Do
notepadink here or the To Do list image below to see tnd all the organizer pads we
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offer in The Simplified Home e-storenvw. TheSimplifiedHome.ngt In fact, women

who create lists are 82% less likely to reportifegbverwhelmed, says Karen Sherman
psychologist in NYC. Plus checking off tasks getesaonfidence-boosting sense of
accomplishment.

Here are some basic ideas to consider when setting your systems:

Work toward being ‘not needed’ by family membergaming to set-up your home so
that all family members can be self-sufficient ayod have to come ask you where to finc
stuff, where to put it away, or to help them reatlff. This strategy goes along with
delegating discussed above.

Give young children easy access to their stuffc®laeeded supplies on accessible

shelves and drawers.

Have basic supplies on each floor that match theites performed on each floor (i.e.,

sorting laundry you need hangers, processing paymr need pens, stapler, etc.). | keep
pens, paper, scissors and a stapler on every floor.
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Keep a charity box/bag available at all times amcberage all family members to add to

it regularly, rather than putting a known outgroiam back in the closet. This goes
along with the “weed constantly” strategy discusgeviously.

Establish consistent routines for home maintenavgeviom, Can | Help Around the

House? is the perfect system to accomplish this. Itieady-made household chore
organizer and system for both parent(s) and chmldrevw.KidsandChores.ngt

Think outside the box about how you use a spaceydddhave an unused space like a
spare bedroom that only gets used once a year?deomspurposing that space to serve

other functions as well.
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As I've discussed throughout this book, you muattstith a plan. Organizing without a plan is
just straightening up.

“The trouble with many plans is that they are basaedhe way things are now. To be
successful, your personal plan must focus on whatwyant, not what you have”.
~ Nido Quebin

Your plan is created by identifying your needs #rake of your family, by asking yourself
guestions, and not by looking in a magazine tongeat it looks like for others. You need to
know what you want that space to be, how you wanise the space and what’s been getting i
your way before.

You have to analyze what do | want to be able thel@ that | can’t do here now? What types
of supplies do | need to have close at hand to rtfakespace what | want it to be, and to
perform the activities | envision for this space.tBere’s a bit of strategy that goes on before

you actually dive in and start organizing. Try thasrategies to develop your organizing plan.

+. 6 /1" #"7

The first step in solving any home organizing akradje is to develop a plan with the big picture
in mind. Veteran journalists start any news stoityh\a concept called the Five Ws + How,

which is a series of six questions they ask toeyasil necessary background information to

59




Home Organization Secrets for Busy Moms

write their story. The technique standsWého?, What?, When?, Where?, Why? and How?
When trying to solve a home organizing challenge, this same concept to develop your

organizing plan.

WHY Do | Want to Get Organized?

| devoted an entire chapter to this topic. See @dph— What's the REAL Reason You Want to
Get Organized? In order to justify investing ie tiork, you must knowvhy you want to
embark on this project. What is your mission, wd@atyou want to accomplish at the end of the
project? The “why” of this project provides the mwation to go the distance. What is your
“why” - to save time, reduce stress, find thingstéa, feel in control, teach your children,
improve relationships, get your home ready to seti@ “why” could be one or many reasons.
Make a list of your reasons for wanting to get oigad. These reasons become your mission.
An example could be:

“My mission to get our home organized so | expaseeless stress at home and am able to enjo
more time with my family.”

WHAT are My Organizing Goals?

Once you've identified your organizing mission, yoeed to identify your goals and objectives”
What do you want to organize? Your home, kid’'s pdayn, your office or all of the above? An
example of this step might be:

“My organizing goal is to get my office and kitcherganized, then tackle the kid’'s playroom
and the garage.”
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WHEN is a good time to get organized, or by what delline do | want to set for completion

of my organizing goals?

You've likely heard the saying a goal without adle@®e is just a dream. As with any behavior
change or project, if you never get started, yaueler reach your goals. So with any organizing
project, after you've identified the Why and Whaiu need to establish the When. Factors to

consider when considering the “When” are:

What time do | have available to me to work on fiigject? Do you work full-time and only
have weekends available to you? Do you have yohitgren who are in Pre-school three

mornings a week, freeing you during that time terspon your project? Or are you expecting

company for the holidays and you need to get yomnéready for guests by Decembef20

Answering these questions will define your “WhelRdr example:

I will schedule two mornings this week for 3 hoeech to tackle my office. Next week, | will

schedule two mornings for 3 hours each to tacléeitchen.

WHERE should | start?

One of the most asked questions from clients isgvBbould | start? Often this dilemma is so
overwhelming that a client won'’t even get startedlla Especially for those who have the
“perfectionist” streak — if they don’t know whefieet perfect place to is, they won't start at all fo
fear of making a mistake. | typically recommendtstg where your greatest pain is. For some
may be their paper piles, for others it is theatleing closet, or the kid’s playroom. You want to

start in the space that, when organized, providegteatest improvement to your life.
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Another approach is to start in the easiest argt Evaotion-ridden space. You can get your “fee
wet” with a less emotional space or project andkwyaur way up to the more difficult project.

WHO will be affected by the organizing plan (or whoshares the space that will be

organized)?

If you are planning a home organizing project,¥o” in the equation is the people for whom
you share your home with. If you are a family o€fi- two parents and three children, then the
“Who” should include the needs of the five familgmbers who live there. When considering
the “Who”, think about how this project will affeeach of them. What needs does each perso
have the space that is being organized? For exarmpta want to organize your home office
that you share with your husband, then you ne@dmsider his needs and how he uses the sps

before diving in.

The “Who” could also include who will be working tlviyou on the project. For example, if you

will be organizing the garage that all family memsbghare, then likely all family members will

be involved in the organizing project. The way ttasild look is: dad will be responsible for
organizing the yard supplies, mom will be respadlesibr organizing seasonal stuff and mom

and kids will be responsible for organizing theldten’s stuff.

Plus HOW? HOW will you tackle the project and whatorganizing strategies and/or

products will you use?

This is another step in the organizing processwiiastop folks in their tracks because they

don’t know HOW to start the project or what are liest techniques to use to get organized in é
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specific space or what are the best products taauselve the organizational problems in the
space?

Fortunately, this article is written by a ProfessibOrganizer who has documented the how of
home organizing in many articles and home orgagiehguides that you can follow to answer
the question of “HOW” will | get organized?

After you have answered and documented these sstigns, you will have established the
foundation for your organizing plan that definesiymission, goals, timeline for completion anc
when you will do the work, what specific spacesygets will be included in your organizing
plan, who the plan includes and who will be invalye the project, and how the project will be
accomplished.

Now let’s revisit the questions | asked at the bemig of this book, but stated here to help you
establish actual measurable goals. Before yoddackorganizing project, ask yourself...

What does “organized” look like to me and how wiihow when I've reached my goals?

What do | want to be able to do in this space ltisan’'t do now? Once this is determined for

each space, it becomes more clear what shouldrsthg space and what should go.
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What area gives me the greatest pain? Start tHageire out what your greatest frustration is
and by tackling that area first, you'll get the apesst relief and see the greatest impact of your
efforts. Yes, it can be overwhelming, but on thekend, when it's done, you will experience

tremendous rewards. out of its home

The most common reason | hear from clients thatgmethem from actually getting started is

not knowing where or how to start. Many folks geerwhelmed at this stage, feel defeated, a
never get started.

With any large project, it is most effective to &kdat down into manageable steps, and then
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focus on just one-step at a time. The rest ofdhépter is devoted to the specific methods of

organizing a space.

This method of organizing a space originated aGherge Washington estate, Mt. Vernon. Thi
method of cleaning and organizing was shared bythusekeepers of the estate and was furthe
popularized by Professional Organizers like Saf@don in her book the Messies Manual. In
most cases, this is the method | use and teacHiemgsas the most efficient method for

organizing a space.

In the Mt. Vernon method you start at the door ocd@m and move clockwise around the room,
organizing each inch of a room, surface or fureitpiece before moving to the next section,
until you have cleared and cleaned every squareahthe room. The benefits of this method
are many, but primarily it allows you to pace yalfsind minimize getting overwhelmed

because you are focusing on one small area atea tim

Let's assume that you've gathered your suppliesyactte ready to get started. Begin at the
front door and start with the first piece of fuur, floor or surface that you come to. You will
go around the inside periphery of the house — rbgmoom, handling and making decisions
about EVERY item you encounter. During your orgargzfforts, if you clear off a surface that

was previously covered, use your cleaning supphieiist and disinfect this surface as you go.

You will be pushing dust to the floor that will émtbe vacuumed at the end of this session (as
long as you have floor space open to vacuum also).
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Be ruthless with your decisions. Understand thatiyay feel some discomfort as you begin
making decisions about letting items go. That'symar— you will get past this the more you do
it. Remember our earlier discussions about thesafdiving a cluttered life. The temporary
discomfort of letting something go is a small priogoay when you consider the pain that come
from living helplessly with all the clutter in yotwome. This temporary discomfort will soon be
replaced with a feeling of exhilaration by the nered freedom and control you feel once you've

begun to take action.

With the knowledge of the Mt. Vernon method asacelto start moving through your space,

we're ready to actually set-up your space for theds-on organizing process. The following is

the method | use as | begin “processing the spasé’tall it.

1.;:D ;"
Use this simple method for “processing your spaa#i the Mt. Vernon Method.

1) Gather your supplies —
5 large, easy to store cardboard boxes or plastec Bhese boxes will become your
decluttering tools for rooms to come!
Large black trash bags
Zip-lock bags
A couple of Sharpie markers
A pad of paper or 3 x 5 index cards (for recordliogDos and/or notes
Clear Sterilite plastic containers, size 6 oz, Rargl 56 qt
Cardboard storage boxes from office supply store
A timer
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2) Commit the time — from 30 to 60 minutes, 60 ni@sus ideal to start. Add more time to your

sessions as you feel comfortable, but start outlsma

3) Assign each box a purpose — write on a pied¢aps or tape a piece of paper on each box wi
these words (1 per box):

KEEP IT

ROUTE IT

GIVE IT

SELLIT

STORE IT

TOSSIT

| have these labels prepared in advance by prititi@g on bright colored paper and | bring

them to each client organizing session. We tapa tioethe outside of each of our boxes.

4) Choose the space to declutter and set your fioner predetermined time of 30 to 60 minutes

Allow for an additional 10 minutes for final cleap and routing misplaced items. If your
allotted time is up before the room is finisheaneenber or mark where you stopped. Store yo

supplies in easy access until the next session.

5) Line up your labeled boxes, trash bag, and kieepad of paper close by. Start sorting items

beginning on the left side of the room and work efright. Here’s what goes in each box:
KEEP IT — place in this box only those items that you lovean identify a specific
purpose for current use. These are items thatweikept in the space you are currently

working in.
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ROUTE IT - collect items that you will be keeping, but dat belong in this room. The
goal is for you to stay focused on the room youeheammitted to. By placing items in
this box that need to go to another space, ralttfaer taking them now, will keep you

from getting distracted in other rooms. This boX & dealt with later.

GIVE IT - collect treasures that are no longer neededanted, but are in good
condition. This box can be donated to your favasitganization. There are many worthy
organizations that will pick up your discarded s@as, saving you the time and physica

work of loading it in your car.

SELL IT — with the popularity of auction sites like eBggu can easily make money on
the treasures that you uncover. If you don’'t havengerest in learning how to sell on-
line, you can take your items to a local ‘auctisopdshop’ or ‘trading post’, as they are
commonly called. For a percentage of the final palee, the drop shop will handle the

selling process for you. If you have no interessetling your items, eliminate this box.

STORE IT - collect items you are unsure of (keep or purg®se up the box at the end
of this decluttering session, and place a schedoksidonate date on the box. If items i
this box are not accessed by that date, you hatgjaven to yourself that the items
inside are not needed or missed. After the dispbsate, deliver the box unopened to

the charity of your choice.

TOSS IT — use the trash bag to collect trash, items tteainapoor repair, non-

sellable/givable items, or you have no idea whit it

THE LIST - collect To-Dos or reminders on a pad of papemnil#decluttering, you will
likely remember tasks you haven't completed antebgted to act on them. Don’t be
distracted from your current project of decluttgrio handle a ‘To do’. Keep your “To
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do” pad handy, add each ‘To do’ to your list as goyand forget it for now. Stay
focused on the current project of decluttering yspeaice.

When the timer goes off take the clean up time to:
Put away the items in the KEEP IT box. The KEERéms should be those that will
stay in that space, since the ROUTE IT box contké®p items that need to go to anothe
space. Just walk around with the KEEP IT box armbd# items in their home.

Empty the ROUTE IT box — take the items in this loox of the space you were just
working in and put them away in the spaces whesg fo. If you have not yet tackled
the space where the ROUTE IT items are being didpffethat’s ok to just drop them
off in that space. Since you haven't tackled tipaice yet, these items may not yet have

home in that space.

Throw out the items in the TOSS IT bag — get the&sBOAT stuff out of your space
immediately. It's important to do this immediatelfter your session.

Store the STORE IT box in a place where you hacesxif needed, and you can see th

“toss by” date.

Schedule a time to donate the GIVE IT box and dettié¢ best venue for selling your
SELL IT items (i.e., consignment store, auctionpdstiop, do-it-yourself auction selling,

garage sale)

Schedule the To-Do’s on your list either at the ehdach session, or as they occur. |

prefer to write down the To-Dos as they occur soenare overlooked.

Don’t overdo or wear yourself out — pace yoursglfis is a marathon — not a sprint. Remembe

that the clutter didn’t happen overnight and it viaiisappear overnight either. Always keep in
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mind that clutter is the result of delayed decisioknless you're ready to make these ruthless

decisions, nothing will change in your environment.

Work in one small space at a time and make a aeceout every item you touch — as soon as
you pick it up. Continue this process consistemtI$0 to 60-minute time blocks and you'll soo

have a newly decluttered space that you can emjayna Remember ...

Nothing Changes If Nothing Changes!

I like this quote so much that | have it on my wehs

To change a habit, begin immediately and let nglsiexception to occur.
~ Ben Franklin
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Congratulations!

You're well on your way to creating the organizedhg space you long for — not a living space

created for someone else’s life, but one that yaiegyized and created specifically for you and

your family based on your lifestyle, your interestsur needs and your strengths.

There’s one final tool | have for you — a Syste@lgecklist. This checklist will help you

identify and create organizational systems in eaeea of your home and life.

I’'m here to help if there is anything that doesndke sense to you. Feel free to contact me at
317-867-1540 or by e-mgitusbaum@ SimplifiedSpaces.net

Wishing you Simplified Spaces!

Janet Nusbaum
The Organizing Genie
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Enter Y for Yes, W for want one, and N/A for nopépable.

| have a system (calendar, day planner,reta@ctpersonal assistant) for keeping track o
my daily schedule.

| have a system for processing my mail.

| have a system for keeping track of my keys.

| have a system for paying bills on time.

| have a system for food shopping (grocesty dirganizing coupons, etc.)

| have a system for keeping track of “To Do’s

| have a system for decluttering/weeding oegalar basis.

| have a system for laundry/dry cleaning.

| have a routine for getting out of the hoois¢ime for meetings, work, or appointments

| have a system (timers, alarms, vibratans$ficking to my daily schedule.

| have a system for processing my childreateol papers.

| have a system for keeping track of inforaratbout my home (room dimensions,

carpet samples, paint chips, appliance servicedsiieetc.).

| have a system for completing chores dooerat the house (myself & other family
members).

| have a system for family communications.

| have a system for merchandise returnsh@m@nning.

| have a system for weeding our clothingets

| have a system for filing and retrievingal/fiamily records.
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National Association of Professional Organizers  wiWPO.net

Faithful Organizers www.faithfulorganizers.com

National Study Group of Chronic Disorganizatiomww.NSGCD.com

'Hgt7 %

The Simplified Home www.TheSimplifiedHome.net

Online Organizing www.OnlineOrganizing.com
Stacks and Stacks www.StacksandStacks.com

Container Store www.TheContainerStore.com

+ % %6

It's Deductible www.ltsDeductible.com

IRS — Determining the Value of Donated Propenyww.irs.gov

Salvation Army Donation Value Guide www.satruck/diapation_value_guide/full_guide/

Craigs List www.craigslist.org

FreeCycle www.freecycle.org




Home Organization Secrets for Busy Moms

About Janet

Janet wears many hats: Mother of two, Speaker, I€oac
Organizational Consultant, Author and e-store owSae
brings many years of experience to making space$izes

simpler and less cluttered. Simplified Spaces lsrizag

- accumulation of research, dedication and reaklfgerience

to calming the chaos for small business and houdsladike.

"When your space is in order, you have the rooarjtgland the freedom to pursue your drednSays

Janet.

Through her hands-on organizing sessions with tdj@resentations, classes and writing, it is

Janet’s passion to share her epiphany about treli&nging benefits of getting organized, and
to inspire, encourage and give hope to those wiiggle with clutter and chaos in their home,

home office or place of business. Janet believatswith the right systems and habits in place,
everyone can regain control of their spaces arasliv

Home Organization Secrets for Busy MonsJanet’s second
family management ‘How-to” guide. She is also ththar of a
book and system released in 200@m, Can | Help Around the
House? A Step-by-step Guide for Teaching Your Cheld Life-
long Skills for Pitching in

and Picking up(available atwww.KidsandChores.ngwhich

focuses on helping parents to develop a simple hoaietenance system and to teach their
children to cheerfully do household chores wittslagss and struggle. Her goal is to teach
younger generations the importance of simplifi@thty, organization and responsibility, throug
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the lessons she not only learned as a parenthbsi taught by childhood development experts
as well.

Janet is also a Golden Circle Member of Nationalossation of Professional Organizers

(NAPO) exclusively for members who have been indtganizing industry for five years or

more and a member of Faithful Organizers.

Additional books authored by Janet Nusbaum, (AKA The Organizing Genie):

Mom, Can | Help Around the House? http://www.KidsandChores.net

Coming Soon- The Organizing Genie’s Speed Cleaning Secrets

Power over Paper — The Complete Guide to ClearapgePClutter for Good
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Visit her on-line storeThe Simplified Homefor great deals and to see her unique and préactic

line of hand-picked organizing products:

@ the simplified () home
Practical Organizing Solutions & Products to Simplify Your Life ‘

http://www.TheSimplifiedHome.net

I
ehY
Visit M Qrganiding Gens
Jrore Fou great
Organiting progduces!

http://stores.ebay.com/The-Organizing-Genie

Janet’s Blog

http://www.TheOrganizingGenie.com

AND

KFDSAnd Chores net

http://www.KidsandChores.net
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