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Week 1 -  Getting “START”ed: 

So…. you are ready for some change!  You want to get your home and 
your life in order and you have decided that now is the time to start 
fresh and gain control of the chaos and clutter in your life.   

So many people tell us this same thing….and then they follow up with: 

“I don’t know how or where to start!!!!” 

If you have wanted to take charge of the organization in your life, 
but have faced this frustration of not knowing where or how to 
begin…. never fear!  We ALL deal with chaos at some point in time and 
we ALL can be overwhelmed when thinking about how to get back in 
control.  Don’t worry!  We are going to give you simple and 
applicable tips and tricks on how to easily and successfully organize 
many of the different areas of your home and life!   

So… where do you “START” when trying to get organized? 

We have a few easy steps to follow when tackling ANY area needing 
organization.  Follow these steps and no job will be too big for you 
to handle! 

 

Set everything out.  Make a mess – empty all the drawers, take 
everything off the shelves, and unload all the bins…pull it all out!  
It is going to get messy before things get organized, but this is a 
necessary step.   Once everything is in front of you, you will be able 
to truly see what you have and what needs to be organized. 

 



 

 

 

 

Take time to go through all of your items.  Decide what you still 
need/want to keep and what you are going to discard/recycle/donate.   
This is a very important step…time to be honest with yourself about 
what needs to stay and what can go.  During this step, we like to 
remind our clients that it is good to be strict with expired foods, 
expired medications, and clothes that haven’t been worn in over a 
year when deciding what can go.  We also like to remind our clients 
that it is good to be gentle with keepsakes, letters, baby/children 
items (associated with special memories) when deciding what can 
stay.    

Arrange like items together in groupings that make sense to you. 

Replace the items you have decided you need/want to keep in the area 
you will be keeping them.   Place your items in the most logical space 

Pulling everything out is an essential part of organizing a space.  The big mess 
created during this step allows you to take inventory of everything you have.  
All items can then be sorted properly and placed back in a way that is 
functional.  



based on their function/your use of the items. Bins/baskets are often 
useful to help you keep the like item groupings together, but they are 
not necessary.   If purchasing new organizational items, it is 
important to remember that using the same color/style throughout 
the space will help create a more visually organized and 
streamlined environment. 

Try out your new organization system and make changes as needed.  
Nothing has to be set in stone; make adjustments to your system to 
best suit your needs and life.  Remember - organizing is an ongoing 
process and the more your practice it, the better you will be at it! 

 

If you are overwhelmed by the organizing process, begin with a 
small area like a junk drawer.  Practice using the “START” steps 
and gradually work into large areas/rooms and larger organizing 
projects as your comfort level grows!   

 
 

Week 2 – The Pantry: 

The pantry…probably one of the most frequently used storage 
spaces in your entire home…and one that can easily get out of 
control!  Keeping your pantry organized and orderly can help save 
you time, make life easier, and even save you some money.  Follow 
these tips and tricks and your pantry will be organized in no time! 

- If overwhelmed with your pantry – begin with one shelf/section 
at a time. 



- Work your way through the “START” steps (see week 1 for 
details). 

- Remove everything and throw out all expired items. 
- As you are throwing out expired items, make a list of what 

products need to be replaced. 
- Clean as you go.  Wipe down shelves, clean up spills, etc.  This is 

also a great time to put down contact paper or another type 
of liner to protect your shelves from potential future spills 
and messes. 

- When replacing your pantry items, do so in a way that makes 
sense to YOU…canned goods, sauces, dry goods, snacks, etc.  Put 
your more frequently used items in easy to reach spots.  If 
your organizational set up does not functionally work for YOU, 
you will be less likely to maintain an organized space. 

- A few ideas to help with the daily use/order of your pantry 
include: 

o Have some containers/bins for bulk items (don’t forget to 
always leave some room for “extra” items that make their 
way into your pantry). 

o Keep bins with kids’ snacks at a level where your children 
can easily reach them. 

o Use storage bins to contain reusable shopping bags, lunch 
boxes, etc.   

o Have 1-2 “back ups” for frequently used items…otherwise, 
simply keep 1 of each item and replace as needed.  For 
items you have multiples of, place the newer items toward 
the back of the pantry so you use the items expiring 
sooner first. 



o Keep an ongoing shopping list of items that need replacing 
as you use them.  This will help ensure that your pantry 
stays properly stocked! 

Like so many things in life, organizing is more about progress than 
perfection.  Our goal is to help you find a system that works for 
YOU so that you can experience improved efficiency and productivity, 
decreased stress, and enhanced focus as you go about your daily 
life.   

 

 

Before being organized, this pantry 
was cluttered with duplicate items 

and it was difficult to find what the 
client needed. 

 

When organizing the pantry, 
everything was pulled out.  Expired 

items were tossed and like items were 
grouped together to place in labeled 

bins for easy access. 



 

 

 

Week 3 – The Master Closet: 

For many of us, our master closet is where the day begins…and ends.  
An organized closet can help us get our day started on the right 
foot, improve our efficiency, and even help us save some money (no 

Pantry bins were purchased and placed 
before labeling to ensure optimum spacing 

and placement. 

Finished Pantry! 



more buying 2 shirts that are almost identical because you forgot 
you already owned one or you simply couldn’t find it)!  Frequently, 
however, our master closets can become cluttered and chaotic which 
leads to increased stress, anxiety, and frustration. 

 

Getting your master closet in order and gaining control of the 
clutter doesn’t have to be a daunting task … 

- First things first….remove anything you no longer need.  Grab a 
bin/box and get to work!  Any items that no longer fit, that you 
haven’t worn in the last 6-12 months, or that you simply don’t 
like anymore go into the box and can be donated.  This will help 
free up some space in your closet and will prevent you from 
wasting your valuable time organizing items that no longer 
serve a purpose for you. 

- After you have removed all the items to be discarded/donated, 
you will be left with the clothing and accessories that need to 
be organized.  PULL. EVERYTHING.OUT…..ALL OF IT!  Lay it on 
your bed, spread it out in your room…but everything needs to 
come out of your closet.  Once your closet is empty, it is a 
great time to wipe down shelves, dust baseboards, and take 
care of other cleaning that is normally more difficult with a 
closet full of clothes. 

- Next comes the grouping process.  The way you group your 
clothes needs to make sense to you and not everyone 
approaches it the same way.  We often recommend grouping 
clothing items by type (pants, skirts, long sleeve shirts, short 
sleeve shirts, etc.) and then within each type of clothing, group 



one step further by color.  You will know exactly where each 
clothing item is and will be able to find it without any issues 
when you want it.  Find a grouping system that works for you 
and your clothing/accessories and put them back into your 
closet according to this system. 

- The overall space available in your closet and your personal 
preference will influence whether you hang all of your clothes 
or fold some while hanging others.  Whether hanging or 
folding, matching/coordinating hangers and bins (for folded 
items/accessories) help create a more visually streamlined and 
organized closet.  Slim, velvet hangers are space saving and 
help complete your overall closet look and feel.  If you don’t 
want to purchase new hangers and bins…no worries at all!  You 
can still master an effective and efficient organization system 
for your closet. 

- With all of the clothing and accessories in place, let’s move on 
to shoes!  There are several ways to help corral the chaos 
that multiple pairs of shoes can create.  If your closet does 
not have built in shelves for shoe storage, several other 
options (at a variety of price points) exist.  Something as simple 
as a standard plastic shoe box can be stacked vertically, shoe 
bins with open front access make it easy to get your shoes 
out/put your shoes back in the correct place consistently, and 
shoe cubbies not only provide shoe storage but also create an 
additional flat surface space for extra storage.  When storing 
your shoes, it helps to store each pair with the shoes facing in 
opposite directions.  This saves space and allows you to clearly 
see what type of heel each pair of shoe has.  



- If you have a smaller closet and space is limited, it helps to get 
creative with your storage options.  Consider storing 
infrequently used items elsewhere.  Those heavy winter coats 
you use 3 times a year in Texas, the fancy dress you wore one 
time and are keeping in hopes of wearing it again someday, or 
the Halloween costume you plan on reviving at the next 
neighborhood party can all be stored in another closet in the 
home or placed in bins on a higher shelf and accessed later.  If 
needed, you can also rotate clothing out based on the season 
you are currently in.  When space is limited, remember to 
always reserve the most valuable space in your closet for 
those items you use most frequently. 

 

Take your time and work your way through the steps.  Before you 
know it, you will have the closet you have always dreamed of! 

  

Closet  

Before & After 



Week 4 – The Medicine Cabinet 

Whether yours is a medicine cabinet, medicine drawer, or a medicine 
shelf….chances are there are a few little things you can do to help 

get and keep it all organized.   

 

First up - Location, location, location…finding a good location is one 
of the most important factors to think about when setting up and 
organizing all of your medications.  If you have small children, it is 
so important to make sure that your medicine area is out of reach 
for little hands and/or locked.  After safety, you want to think 
about convenience…keep your medicines in a place that will be easy to 
access when you need them. 

 

Once you have decided on the perfect location to store everything, it 
is super easy to get things in order! 

- Go through everything and discard all expired medications or 
medications that are no longer being used.  (Please see how to 
properly dispose of medications on the FDA website:   
https://www.fda.gov/consumers/consumer-updates/where-and-
how-dispose-unused-medicines) 

- Sort and group the medications by type…vitamins, supplements, 
cold medications, allergy medications, essential oils, 
creams/ointments, etc.….with everything grouped according by 
category, you will know how much /what type of each category 
of medication you have. 



- Small bins labeled with the type of medication they hold help 
keep things in place and easy to find. 

- Make it a habit to go through your medicine cabinet every 6 
months and discard expired medications in order to maintain an 
up to date cabinet. 

Extra tips/tricks:   

It is a great idea to have a small “grab and go” first aid kit that is 
waiting for you when those unexpected cuts and scrapes happen.  If 
you keep a small container of hydrogen peroxide, antibiotic ointment, 
and bandaids/gauze all together in one bag, you can grab it quickly 
when needed and you won’t waste a bunch of time searching for each 
item when you have a little one crying in the driveway or when your 
household chef has a mishap while prepping dinner. 

 

Make notes on your calendar or day planner regarding medications 
that need to be ordered on a regular basis or medications that you 
tend to purchase seasonally.  This will help to ensure you do not run 
out of needed medications.  

 

Pill boxes work great for medicines you take on a daily basis.  Not 
only do they help you remember if you’ve taken your medications for 
the day, it also helps give you a few days notice when you run out of 
a particular medicine.   

Medicine cabinets are a great small area to start with if you are a 
little overwhelmed with the organizing process….it generally won’t 



take a large amount of time and you will be able to see and 
experience the benefits immediately!  

 

 

Week 5 – The Car 

Who else feels like they spend more time in your car than you do in 
your home????  Whether you are running carpool everywhere, have a 
long commute to work, or enjoy frequent road trips, many of us 
spend several hours every day in our cars. 

 

It is easy for our “mobile” homes to become cluttered and 
disorganized….and with limited space, this can quickly affect the 
function and atmosphere of our cars.   Here are a few tips on how 
to get and keep your car orderly and organized so you can enjoy the 
ride! 

- Keep a small trash can handy so trash doesn’t pile up.  There 
are several different types of trash cans you can use for the 
car.  Some are fancy, some are decorative, some are super 
durable/water proof.  You can either purchase one or simply 
reuse a plastic grocery bag or an empty disinfecting wipes 
container.  Whichever option you end up choosing, you will be 
glad you have a set spot to toss all of those wrappers,  used 
coffee cups, and random scraps of paper.    



 
- Have a few plastic grocery bags (or some other type of plastic 

bag) tucked away in your console or glove box.  These bags can 
come in handy if someone suddenly becomes car sick or if you 
have a muddy pair of shoes/cleats and you don’t want to get 
mud all over you car. 

- Every car needs a container of disinfecting wipes/baby wipes.  
Whether you are simply needing to wipe a messy face, clean 
some dirty hands, or wipe up that unknown sticky 
substance….these wipes will be useful in so many different ways 
and you will be glad you have them when the times comes. 
 

- Collapsible crates are great for stowing items in the cargo 
space of your car.  They are sturdy enough to hold groceries, 
items from the local nursery, or a bunch of sports equipment.  
Even better – they take up very little space when not in use.  If 
the cargo space of your car is in high demand, these collapsible 
crates will be a life saver! 

 



- If you have kids (no matter the age), it is always beneficial to 
have a bag/box of activities to keep them occupied and 
entertained during those longer car drives.  Keep the activities 
to the mess free variety so you are not contributing to the 
clutter in the car….books (if your kids don’t experience motion 
sickness easily), travel games (several board games are now 
available in smaller/magnetized versions), notebooks of 
paper/pencils for doodling, and road trip bingo boards are just 
a few examples of items you could place in an activity bag. 
 

- Adults can benefit from an “activity bag” too!  If you are like 
us, you find yourself spending a lot of down time sitting in your 
car.  Instead of simply staring into space (although sometimes 
it is wonderful to take a few minutes to just do absolutely 
nothing), get in the habit of carrying a small bag of quick “to 
do” items you could get done during those 5-10 minutes here and 
there you spend sitting in your car.   Have some cards to write?  
Want to finish that good book you are currently reading?   Do 
you need to make that grocery list?  No worries if you forgot 
to throw your “activity bag” in the car….use those 5-10 minutes 
of down time to delete old emails, clear pictures from your 
phone that you no longer need/want, or give your car interior 
a quick wipe down (see…those disinfecting wipes are already 
coming in handy). 
  

- If you spend a lot of time in your car and you are transporting 
people and things everywhere, your car may become a 
little…unpleasant to the nose (can anyone say stinky sports 



equipment)!  Several different types of air 
deodorizers/fragrances are available and work great for the 
car.   
 

Cars are confined spaces that can frequently become cluttered.  We 
hope these few simple ideas help you get and stay organized as you 
take to the road! 

 

 

Week 6 - The Office/Desk 

Whether you have an official office room in your home or simply 
have a strategically placed desk in the corner of an already 
“claimed” room, it is very easy for work spaces to become overrun 
with clutter.  Many of us work from home in one way or another 
and the chaos in our office spaces can make us anxious, frustrated, 
and anything but productive!! 

Never fear….we’ve got you taken care of….with these few simple tips, 
you can get your office/desk into top working condition in no time at 
all….  

1.  Always strive to keep your desktop cleared off.  Make it a 
habit to “tidy up” every. single. night.  If you do this on a regular 
basis, it will only take a few quick minutes.  When the next day 
arrives, you will be glad to begin with a fresh start and a 
clean workspace. 
 



2.  Once you have addressed a piece of paper – you’ve paid that 
bill, returned that email, made that phone call – it is time to 
properly file it away.  That might mean that piece of paper 
finds its way to the recycle bin/trash/shredder, you file it away 
manually, or you scan it and file it digitally.  Remember, when 
disposing of paper items, it is important to shred anything with 
sensitive/personal information (ex:  bank account numbers, 
social security numbers, etc.). 
 
 

3.  Have a specific “landing place” for items that need your 
attention.  A decorative letter tray can be both appealing to 
the eye and serve an important function for your desktop 
organization.  When you know exactly what needs to be 
addressed and where it is located, you will find you are more 
efficient and productive.     
 

4.  Sometimes, no matter how neatly you stack it or group it, piles 
of paper just don’t look organized.  Good news though….there 
are plenty of products out there that help conceal the 
“messiness” associated with papers while providing your office 
space with a clean and uniform look.  One of our favorite 
products to address this issue is the Bigso Magazine Holder 
(https://www.containerstore.com/s/office/paper-file-
storage/bigso-white-stockholm-magazine-
holder/12d?productId=11004008) from The Container Store.  
They come in a variety of colors, will coordinate with almost 
any office décor, and look stunning on your office shelves! 



5. Scanning important papers into digital files will considerably 
decrease your paper clutter and office/desktop chaos.  Once 
files are scanned, they are easier to find, take up significantly 
less space, and can be safely stored so they won’t be ruined.  It 
is always a good idea to store important digital files and/or 
paper files in a safe to protect them from theft/damage.   
 

6. Organized drawers are hugely important when attempting to 
minimize desktop clutter.  Utilize various size bins inside the 
drawers to organize and contain various office supplies such 
as paper clips, pens/pencils, rubber bands, staples/stapler, etc.  
When you come across a pen that no longer writes properly, 
don’t just shove it back in the drawer…go ahead and toss it in 
the trash can for good.   
 

7. Like any other area of your home, labels are very useful when 
attempting to maintain an office organization 
system…especially when filing paper items.  If you are utilizing 
a file cabinet for your paper storage, make sure your file 
folders are clearly marked and labeled.  Use titles that make 
sense to you (ex:  medical, school, financial, etc.) so you don’t 
have to think twice about where something needs to be filed. 
 

8. If you are someone who still likes to send “snail mail”….whether 
you or sending a birthday card, thank you note, or a “just 
because” message, it is handy to have a small card station.  
This card station can be as simple as a box with dividers 
separating your cards into categories.  Tuck a book of stamps 



inside the box and the next time you need to send a card to your 
family/friends, you will be all set and ready to go! 
 

9. An inviting workspace that brings you happiness is an 
important part of an organized office/desk.  Keeping desktop 
clutter to a minimum is important, but a favorite picture or a 
pretty flower can help create a calm and peaceful 
environment so you can have a focused and productive frame of 
mind.    
 

Don’t let your office stress you out….in a few simple steps, you can 
have a space that brings you peace, joy, and focus like never before!  

 

  

Week 7 – The Playroom 

The playroom is probably one of the most difficult rooms in the 
entire house to keep organized….seriously though – with all the legos, 
barbies, puzzle pieces, dress up clothes, hotwheels, and superhero 
figures it is pretty easy to see how the clutter can quickly get out of 
control.  An organized playroom CAN be a real thing and we want 
to help you get there! 

 

The first thing to remember is that a playroom is a P-L-A-Y-R-O-
O-M…and it won’t be perfectly organized 100% of the time.  Children 
will play and make messes – and that is perfectly normal!  The key 



is to have an organizational system in place that everyone is able to 
follow/help with…this will help ensure that at the end of the day you 
have an organized playroom once again. 

 

You’ve heard us say it before and we are going to say it 
again….labels are extremely important for playroom organization.  
Get creative with the labels – use bright colors and fun fonts….and 
for those little helpers that aren’t yet reading – add pictures to 
the labels.  This will help everyone know exactly where toys need to 
be stored and it will also help little ones with some word 
recognition!  When everything has its own “place’, it is much easier to 
maintain the organization on an ongoing basis.   

 

When organizing playroom belongings, group similar items together.  
Building blocks…musical toys…art supplies…games…whatever fun 
items fill your playroom – group them together in their own 
bins/containers.  Since we are talking about playrooms, this is the 
perfect opportunity to get creative with your organizational items.   
Have fun choosing bins and containers - pick styles (plastic, fabric…), 
colors (pastels, neons…), and themes (animals, space…) that you and 
your children enjoy!  

  

If you have available wall space in your playroom, consider hanging 
dress up clothes from hooks…whether you use decorative hooks or 
simple command hooks, your kiddos will have fun seeing all of their 
costumes on display.  When kids are able to see what they have and 



know where to find it, they are more likely to play with/use the 
items. 

 

Playroom toys often seem to multiply overnight, so it is a great idea 
to take stock of all the toys at least twice a year.  It is helpful to 
do this prior to birthdays and other holidays when kids are likely to 
be receiving new toys.  Remove games/toys that are 
incomplete/missing pieces/broken and donate or resell toys that your 
children are no longer playing with.  This will help you keep the 
clutter under control and make room for different toys as your 
children grow and their interests change.  

 

A universal table in the playroom can help serve a number of 
needs…it can act as a lego building surface, an art table, a game 
table, and a place to have the most amazing pretend play tea 
parties…just to name a few.  By choosing a table that meets various 
needs, the playroom doesn’t become cluttered with multiple pieces of 
furniture. 

 

Every great playroom has a collection of amazing books.  If you 
have shelves for book storage, consider putting board books and 
chunky style books on lower shelves for the littlest of readers and 
paperback books on higher shelves for the bigger kids.  Books can be 
arranged in a rainbow color pattern, by author, by genre of 
book…whatever makes sense to you and your family.  No matter the 



set up in your playroom, make the books accessible to your young 
readers and watch them go! 

 

If you randomly walk in to any playroom at some point in time 
during the day, it will likely look like the Tazmanian Devil has just 
run through the room.  The question to ask is – can we get 
everything back in place with relative ease and help from all family 
members?  Organizational systems don’t have to be complicated…and 
often, the simpler the better.  All organized playrooms have one 
common theme - everything has a place and there is a place for 
everything.  Take a few minutes at the end of every day to make sure 
all playroom items find their way back to their special spot.  When 
you stay on top of the organization daily, it is much easier to 
maintain over the long term and you will start each day ready to 
play!   

 



 
 

Week 8 – The Refrigerator 

Believe it or not….being organized really can save you money.  How 
many of us have thrown out food that expired before we got around 
to eating it simply because we forgot we had it or it got “lost” in the 
back of the refrigerator?  The refrigerator is one of the best 
examples of how a little extra organization can save you a lot of 
money!   

 

As with all areas of organization….you already know what the first 
step is!  Pull EVERYTHING out of the fridge and freezer and throw 
away all expired food…you will likely be surprised how much you 
actually end up discarding!  The next step is to set up some simple 
organization systems in your fridge/freezer area to prevent this 
cycle from happening again and again…..and lucky you – we’ve got 
some suggestions on how to help you do that! 



1. Before putting all your yummy food back in the 
refrigerator/freezer, give everything a good cleaning…wipe 
down the shelves, clean out the drawers, and get all the nooks 
and crannies! 
 

2.  Group like types of food together and create “zones”.  Produce, 
veggies, grab-and-go items, condiments….most people have good 
intentions and initially start their fridge organization this 
way, but have difficulty maintaining it over time – especially if 
multiple family members are accessing the refrigerator.  Bins 
with clearly marked labels for each of these zones will help 
increase your refrigerator organization success 10 fold!  Not 
only will everyone in the household know where to store and 
look for certain items, it will help you keep track of items that 
are running low (or help prevent you from buying 3 mustards 
because you didn’t realize you had 2 bottles shoved to the back 
of the shelf). 
 

 
3. In addition to bins, we LOVE lazy susans for refrigerator 

organization.  The configuration and size of a refrigerator 
can make good utilization of the space tricky.  Lazy susans 
provide an excellent option to maximize the use of those back 



corners and hard to reach areas.  
(https://www.containerstore.com/s/refrigerator-lazy-
susan/d?q=lazy%20susans&productId=11010164) 
 

4. Create a separate and specific “zone” for foods that will be 
expiring soon.  Come up with a creative and fun label for this 
bin to remind your family to use these items first to help 
prevent excess waste. 
 
 

5. Do you want to encourage your family members to choose 
certain items over others when heading to the fridge for 
snacks?  Create a special “zone” for healthy snacks or kids’ 
snacks…this is a win-win for everyone! 
 

6. Your refrigerator can be another fun expression of your style 
and personality.  From the types of bins you use and the style 
of labels you choose (washi tape is always a fun option)…you 
can create an organization look that is unique to you!   
 
 

7. The freezer can present its own special challenges….who has 
tucked a casserole in the freezer only to forget about it until 
a much later date????  All of that time, energy, and food is 
wasted once you pull it from the depths of the freezer….with a 
good case of freezer burn!  Try sticking a simple dry erase 
board on the outside of your freezer and keep a running 
inventory of what goodies are inside.  If you meal plan/prep for 



several meals in advance and place them in the freezer, you 
can easily keep track of what you have made/date and eat 
these meals in a timely manner before they go to waste!   
 

8. Multipurpose bins (like these from the Container Store:  
https://www.containerstore.com/s/multi-purpose-
bins/d?productId=10022942&q=multipurpose%20bins) work 
wonders in deep freezer drawers.  Food items are much less 
likely to get lost and gone are the days of pulling 5 items out 
to get to the 1 item on the very bottom that you need! 

Refrigerator/freezer management is always a work in progress, 
but with a little extra organization you can save yourself some time, 
frustration, and money! 

 

 

Week 9 – The Cell Phone 

Most of us have grown accustomed to using our phones for just 
about everything….we use it as our planner, our camera, our map, 
our entertainment…..and the list goes on and on.  Like anything else 
that we use frequently, our cell phones can quickly become 
cluttered and chaotic which can lead to increased frustration, 
increased stress, and decreased efficiency.  We have a few tips that 
will help you gain control over your phone before things get 
completely out of control!  Many of these tips can be addressed 
during those pockets of down time you have throughout the day….the 
time you spend sitting in carline, waiting at the doctor’s office or 



DMV, or anticipating the take off/arrival of your next flight.  Take 
advantage of those free minutes and get your cell phone organized! 

 

1.  Let’s talk about emails…..how many of us have a little 
notification icon that shows we have 257,458 emails????  
Anyone???  Well, if you can relate – you are not alone!  We all 
get inundated with multiple emails a day….some are important 
and some are definitely NOT important.  The first step to 
gaining control over your emails is to unsubscribe from all the 
automated email subscriptions you belong to but no longer use 
or need.  That one simple step will drastically decrease the 
clutter that fills your inbox.  Once you have addressed an 
email or you no longer need the information it contains, take 
that little extra step and “delete” it for good.  You will feel 
your blood pressure and heart rate settle down as the number 
of emails sitting in your inbox decreases! 
 

2.  Remember that one app you downloaded, used once, and then 
realized you didn’t want/need it after all?  Often we download 
apps, but we forget to discard them once we no longer use 
them.  Take a few minutes to go through all of your apps and 
delete any that you no longer use or want.  Once you’ve pared 
down to the apps that you want to keep, consider grouping like 
apps into folders (ex:  entertainment, kids’ information, 
shopping, food, health, etc.).  These simple steps will improve 
your phone’s storage and efficiency as well as decreasing the 
visual clutter on the screen.   
 



3.  Cell phones keep coming out with new and improved cameras 
with each new phone release.  It is easier than ever before to 
snap a photo at the drop of a hat…because of this ease, your 
photo roll can multiply quickly and become overrun with 
pictures.  Try to get in the habit of scrolling through the 
pictures you have taken for the day and deleting the ones you 
do not need.  All those pictures with eyes closed – delete.  
Accidental snap shots of a random wall – delete.  Screen 
shots you took as a reminder for something you no longer need 
to remember – delete.  By doing this daily, it will only take you 
a few moments and will not become a daunting task.  At the end 
of the day, you will be left with the pictures you actually want 
to keep and you can schedule an auto download of your pics to 
your favorite storage option.   
 

4. While many apps seem to eat up our time, other apps, like the 
Notes App, can actually help us stay more organized and help 
us to be more efficient.  The Notes App (and other similar apps) 
can serve as a great place to keep track of shopping lists, a 
daily ‘to-do’ list, and upcoming events.  These lists can help you 
plan your time better and stay on task….they can also be 
shared with friends/family members/co-workers when others 
will benefit from having the information! 

 

Our cell phones can be powerful tools that help us to be productive, 
efficient, and focused.   Unfortunately, a “cluttered” phone can often 
have the opposite effect.  These simple steps can help you find your 
way back to a “clean” and organized phone that will run more 



effectively and better serve you.  Good news, too – all of these 
phone organization steps can be done quickly during the random 
“free” minutes of your day!   

  
 

Week 10 – The Bathroom 

Mornings always seem to be a little rushed….whether you are trying 
to get out the door to drop the kids off at school, racing to catch 
your early flight, or heading to that important meeting across town 
– mornings can be anything but calm.   

 

For so many of us, our day begins and ends in the bathroom…and an 
organized bathroom area can help us to get our day off on the 
right foot.   

 

Often, our bathroom counters can become a dropping place for 
anything and everything which causes them to quickly become 
cluttered.  Not only does this make it difficult to find what we 
actually need, but it also contributes to the visual clutter that can 
add to our stress and frustration.  Keeping bathroom counters 
clear of “stuff” is the first major step to an organized bathroom.  
To successfully accomplish this goal, we have to make sure all of 
our bathroom supplies have their own “home”. 



To begin a bathroom overhaul, you need to pull everything out of the 
cabinets and drawers and discard those items no longer needed or 
used (that step is probably starting to sound very familiar !).   
Remember, medications aren’t the only items that have expiration 
dates.  Products like make up and sunscreen don’t last forever 
either.  Go through all your bathroom items and toss what has 
expired.  As a general rule of thumb, you can follow these guidelines 
when deciding to keep or toss make up (time is based on when you 
first open and begin to use the product): 

• Lipstick – 1 year 
• Mascara/liquid eyeliner – 3 months 
• Blush – 2 years 
• Powders – 18 months to 2 years 
• Foundation – 6 months to a year 

(As a side note – don’t forget to clean your make up brushes 
regularly.  Consider storing a make up brush “cleaning kit” under 
your sink.  Simply take a small bin and stock it with dish 
detergent, vinegar, and a small cup for warm water….and you 
have all the supplies needed for your own brush cleaning solution.  
With everything ready at your fingertips, you will be much more 
likely to perform your regular make up brush cleaning!) 

 

Once you’re left with the items that you still use and need to keep in 
the bathroom, start grouping like items together.  By having items 
grouped into categories, you will have more success finding what you 
need and you will also have a good idea of when you are running low 
and need to restock on something.  We love to use clear acrylic 



containers or clearly labeled bins so it is visually easy to find items!  
Another idea that makes bathroom organization even easier….create 
a caddy filled with the supplies you use consistently every morning 
and every night.  Simply pull the caddy out, perform your 
morning/evening bathroom routine, and tuck the caddy neatly back in 
the cabinet when you are finished…no muss, no fuss! 

 

When you create designated zones for your bathroom supplies, it is 
much easier to keep your counter tops clean and clear!  Without a 
bunch of clutter covering your counter top, you can then add a few 
simple items…a colorful little plant, yummy smelling soaps, or a 
pretty little container….to create a calming and uplifting 
environment.      

 

Bathrooms often have limited storage space.  If you find that your 
cabinets/drawers do not have the space to store all of your 
bathroom related products, consider having a designated “overflow” 
space in another area of the house (such as a linen closet) where 
you store all of your duplicate bathroom items.  This will help you 
better utilize the space you have in your bathroom without 
everything becoming overcrowded and cluttered.   

 

No matter how hard you try, bathroom counters are going to get 
covered with water splashes, lotion spills, and drops of make up.  
Consider keeping a towel under the sink designated for wiping down 



the counter.  This will help you keep your organized counters looking 
shiny and clean!   

 

A little bit of bathroom organization can go a long way with helping 
to improve efficiency!  Take a few minutes to get control of your 
bathroom area…you will appreciate the ease it brings to your daily 
routine! 

 
 

 

Before & After our organizing session 

Bins of drawers are a great solution for 
organizing under the bathroom sink, especially 
if you don’t have many built in drawers. 



Week 11 – The Entry way 

Oh – how we wish we had an official “Mud Room” entry way into our 
homes (we are super jealous if your house has a proper mud room).  
Unfortunately, our homes were not designed with a mud room in the 
plans, but our families still have all the needs that a mud room 
frequently fulfills.  In lieu of doing some major construction, we 
have had to come up with functional solutions to common problems 
we all deal with when talking about our “entry ways”.    

Here are a few ideas to help you keep your entry way under control: 

• Have a specific area for mail.  As tempting as it is to just 
toss the mail on the counter, take a minute to look 
through and sort your mail as soon as you bring it in the 
house.  Shred items that need shredding, recycle items 
that can be recycled, and place mail that needs to be 
addressed in a set “mail” spot…decorative bins, baskets, or 
wall organizers are all great for holding mail.  Once 
you’ve narrowed down your mail to what is truly 
important, you have a better idea of what needs your 
attention and where to find it. 

•  Always place your keys in the same spot.  Who out there 
has ever lost their keys?  You are running late, rushing 
out the door…only to realize you are not going anywhere 
until you find your keys!  Have a designated spot just for 
your keys and get in the habit of putting them there every 
time you come home.  You will save yourself time and 
frustration by not having to search for lost keys again! 



• Place a shoe bin by the door.  With multiple people in the 
house, mountains of shoes can appear at the backdoor.  
Before you know it, you are tripping over everyone’s shoes 
and your entry way looks like a disaster zone.  A simple 
bin or basket to serve as a “catch all” place can keep the 
shoe clutter contained with one easy step. 

• Create a “home” for purses and backpacks.  Whether you 
have hanging hooks on the wall or on the inside of a 
closet door, cubbies for each member of your family, or a 
decorative piece of furniture that also provides storage, 
it is beneficial to have a landing spot for your bags when 
attempting to maintain an organized entry way.  Consider 
the space you have to work with and your personal style 
when creating a home for your purses and backpacks. 

•  Set up a “Family Command Center”.  A dry erase board or 
a cork board can help you communicate important 
information with family, help you keep track of essential 
paperwork items, and is a great place to keep a running 
shopping list.   

These few simple steps can help to organize and streamline your 
entry way - one of the most heavily traveled areas of your home – 
and help you start and finish your day on the right foot. 

 

Week 12 – The Linen Closet 

The linen closet…although it is obviously meant for linens, this area 
often becomes a holding spot for various “overflow” items.  When 



organized properly, then linen closet can become a very functional 
space and meet multiple storage needs. 

 

Let’s talk about the obvious first…your linens!  Whether it is bed 
sheets, towels, or blankets, how and where you place your linens is 
important.  Items that are used more frequently should be stored on 
middle height shelves – making them easy to access.  Less frequently 
used items (such as those for the guest bedroom) can be stored on 
higher shelves or areas that are more difficult to reach.   

 

When organizing bed sheets, we frequently group them one of two 
ways (depending on what works best for your home and family) – 
either by “Room” or by “Size of Sheets”.  This will prevent you from 
digging through all of your sheet sets to find the right one!  

 

Are you tired of having a lone flat sheet without its partner fitted 
sheet?  And what about that one pillow case that is always missing?  
Whether you organize your sheets by size or room, it is very useful 
to keep complete sets of sheets together.  Try this simple trick when 
storing your sheets…take one of the pillow cases and fold the flat 
sheet, fitted sheet, and additional pillow cases so they all fit inside 
the one pillow case.  When it is time to change the sheets, you simply 
grab one pillow case “bag” from your linen closet and you have 
everything you need!  (If you have incomplete sheet sets, it is a good 
idea to go ahead and purge/recycle these items which will provide 
you with additional storage space in your linen closet).   



 

In addition to linen storage, the linen closet can serve as an ideal 
storage space for the “over stock” items in your house.  Toilet paper, 
paper towels, boxes of Kleenex, unopened toiletries, and extra 
cleaning supplies are all items you might consider storing in your 
linen closet.  Bulky items, like packs of toilet paper and paper 
towels, store nicely on bottom shelves.  Various sized baskets and 
bins are great for grouping and containing smaller items.   

 

When storing different types of items in any space (big or small), 
clear labeling helps to facilitate efficient and successful use of the 
space.  The linen closet is no different!  Take time to clearly label 
your shelves, bins, and baskets so you know what is stored where.  
Labels don’t have to be elaborate or fancy…but you can have fun 
with them and add some of your own personality and style.   

 

A final touch to any linen closet organization is the addition of some 
fresh fragrances to help all of your linens smell their 
best…fragrant sachets or scented shelf liner/linen paper can leave 
your linen closet with a fresh and clean scent!   

 

While it is often an overlooked part of the home, the linen closet 
can help tremendously with various storage needs.  By taking a few 
minutes to organize your linen closet, you will be able to maximize its 
use and efficiency!  



 
 

 

We hope this helps you on the road to an organized and productive 
home!  Remember that it takes time to find a system that works for 
you.  Remaining organized is an ongoing task, since items are 
constantly coming in and out of our homes.  Be patient as you find 
what works and what doesn’t.   

Should you need help getting started, let us know.  We would love to 
work with you.  Happy Organizing! 

Before & After our organizing session. 


