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All about Organizing
1. Empty the space – To organize any area, it is best to take everything out. Otherwise you are just rearranging. 

2. Sort everything into categories.  Once you do this, you will see exactly what you have, and how many of each item you have. 

3. Decide – Think about each item, and sort into bins or boxes labeled, “Keep,” “Donate,” “Belongs in another room,” “Recycle” and of course, trash bags. You may consider selling some items, but only if you are sure you have the time and energy to do so. 
4. Stay in one area – The purpose of the “belongs in another room” container is so that you aren’t tempted to take something to another place in your home.  Just put it in the box and deliver it later. 
5. Difficulty making decisions? Ask yourself if you love it, or need it. If you need it, keep it. If you love it, then find a place to display it and enjoy it, or get rid of it. 

6. Overwhelmed? -  If you can’t get started, make it even simpler and do a “first sort.”  Just separate into “keep” or “toss.”  It will then be easier to do a second sort, using the bins and boxes suggested in #3.  If you need help, consider calling a Professional Organizer (contact info below). 

7. Put back the “Keeps” 

· What you use the most should be easy to get to and closest to where you use them
· What you use less frequently can be stored close enough so that you can get to it when you need it

· What you hardly ever use should be stored far away. Papers can be put in archive, and other items can go into the basement or other storage area
8. Put your “donates” in your car.   Put a box or bag on the passenger seat, so you are constantly reminded to drop it off at the donation center.
9. Maintain – Organizing is an ongoing process. 
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