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Three steps to Organizing:
1. Analyze: Step back to take stock you situation. Define where you are at, where you want to be and 
what might be holding you back. What items are essential to you? What is causing the problem? What is 
working?

2. Create a Plan: Have a GOAL. What action is needed? Include the time needed to get there and phys-
ically transform the space.

3. Attack: Methodically go about the task by the following:
 a. SORT: identify what you like, use, or what may be important someday
 b. PURGE: choice is to be made to toss, give away, sell, or store elsewhere
 c. ASSIGN A HOME: where will it go within a chosen zone of like items, according to size, single 
function
 d. CONTAINERIZE: choose correct containers to keep like items and determine the # of items 
that will be contained
 e. EQUALIZE: after a few weeks evaluate if the system is working, and make adjustments

Always Remember:
• The 80/20 RULE: whether it is clothes, books, knick knacks, papers, magazines, etc. we typically use 

20% of what we have. Think about removing the other 80%.
• Begin in the area that has the most impact 
• “A place for everything and everything in its place”
• Like items together, easy accessibility for frequently used items
• Keep counters clear making them easy to clean
• Create zones for different categories: bathrooms, kitchen, study, bedroom, attic, basements
• Clutter can’t grow if piles don’t start - PUT EVERYTHING AWAY AFTER USING
• When an item needs replacing, discard the old
• Begin with a small actions, so you can succeed in one thing which gives energy to go on
• Use the ideal as a guide, not an absolute

Payoff:
• A sense of freedom and calm
• An aesthetically pleasing environment that we want to share with others
• Better manage daily activities allowing greater productivity 
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