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organize today!

ldeas and tips to help you live

an organized, simpler life at work and home

Secrets to
An Organized

Household

How do you keep your
busy household running like
clockwork? This issue of
Organize Today teaches
some easy-to-implement
ideas for geftting—and
keeping— your home neat
and organized.

It all starts with a plan.
Once everyone is on
board, commit fo an
annual clean-up day and
daily tidy-up time. Clutter
doesn’t stand a chancel
Then, keep vital information
at your fingertips by creat-
ing a handy household
reference binder and
maintaining a family
calendar.

Stick to it, and you'll soon
find yourself living in an
organized, peaceful home.

The family meeting

Ready to get your household
organized? Like all important
tasks, a little planning goes a
long way. The first step to
creating an effective orga-
nizing strategy is fo hold a
family meeting. Gather
everyone who lives in your
home, put out some treats,
and start the discussion.

Begin by determining key areas that need help.
Is your basement or garage a total disaster
zone? Is your collection of kids toys out of con-
frol2 Do your mornings need stream-lining so
everyone can get out the door on fime? Now is
the fime to list these areas for improvement. Jot
them down in a notebook, and prioritize them.
Create a timeline to spur you into action. For
example, schedule an upcoming weekend for
tackling a large organizing project, or break it
down intfo smaller sections and plan to work for
a couple of hours once each week. If you need
help creating an action plan, a professional
organizer can assist you.

Declare a point person for each job, then list

all the job helpers and their required duties.
Remember, one person didn’t create the mess,
SO one person shouldn’t be stuck cleaning it up.
Get the whole family involved and you’ll quickly
be on the way to an organized, happy household!
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Declare an annual clean-up day

Has clutter taken
over your home? Get
it under control with
an annual clean-up
day, scheduled a
couple weeks in
advance so that
every member of
your household can
participate.

Decide which areas
to tackle first.

Whether you start
with a common areaq, such as the family
room or kitchen, or a personal space, such
as a bedroom or home office, it may be
helpful to work in teams. Having a partner to
keep each other motivated and objective is
a very necessary part of organizing. Even
kids can (and should) participate.

Gather supplies, including garbage bags for
anything broken, stained, or expired. Label
cardboard boxes for *donation,” “move to
another room,” and “repair.” Next, begin the
sorting process, creating logical categories
for the room in which you'll be working. For
example, in a child’s room, you may place

stuffed animals, books, games, clothing, and
school supplies into separate piles. Once
everything is sorted, determine items that
can be tossed or donated. (You probably
have more than you realized!) Place these
items in the garbage bags and boxes, and
remove from the room as soon as possible.

As you encounter items that should be
stored in other areas of your home, place
those in the designated "move to another
room” box. Deliver these items to their
appropriate “homes” once the box is full. If
something needs repairing, and you can
commit to the time and cost of the job,
place it in the "“repair” box.

Once you've sorted and purged, take some
fime to thoroughly clean the room. Dust and
vacuum, and give the windows a spritz of
cleaner. Make it shine! Finally, determine the
best location for each category of items.
Invest in sturdy organizing containers that fit
the space and decorating style of the room.
Fill the containers, place them conveniently,
and leave the room filled with only things
you truly need, use, and love. Plan to repeat
this process annually, or more often as needed.

Keep it neat with daily tune-ups

Getting organized involves two stages: the big clean-up and the daily tune-up. While you
can certainly get organized with the big clean-up, you won't stay that way without the

daily maintenance.

Here's how you do the Ten-Minute Tidy-Up: Gather everyone together at a convenient
fime. (Right after supper or before bedtime often works well, so that each day is started
with a neat home.) Assign each person a room or area of your home. (Or, you could all
begin fogether in one room and move around the house together as a team.) Set a timer
for ten minutes, put on some fast music, and instruct everyone to grab anything out of
place and return it to the proper location. Garbage goes in the trash. Dishes are loaded
into the dishwasher or sink. Toys are put away. Clothing is hung, folded, or put in the ham-
per. Magazines are stacked, blankets are folded, and pillows are fluffed. When the timer
goes off, you'll be amazed at what you accomplished in just ten minutes!
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The out-the-door launching pad

Allowing new possessions to enter your

home is easy. Open door, carry in! But, do

your things have an easy exit strategy, as
welle A key component to good organiz-
ing is knowing what needs to leave your

home and actually getting it to the cor-

rect location.

One great way to accomplish this is to set

up an out-the-door “launching pad.”
Dedicate one basket near the door for
items that need to leave the house, such
as library books, rented DVDs, dry clean-
ing, and things to be delivered to family

What types of things need to be frans-
ported from your home to a new loca-
fion? Perhaps you have clothing that
must be returned to a store or shoes that
need repair. Toss them in the launching
pad basket! Then, each morning, take a
look in the basket to see what you can
get rid of that day. Instruct family mem-
bers to do the same. You might consider
keeping a “transport” basket or box in
the front seat of your car, as well. (The
frunk is too out-of-sight,
out-of-mind so don’t stash
stuff there.) Try to empty

or friends. the basket daily.
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