                                         [image: image1.jpg]



· What is clutter?  “Clutter is postponed decisions”.  Barbara Hemphill, Taming the Paper Tiger
· Store “like” items with “like” items.

· Store things where you use them.

· Store items you use most often close at hand. 

· Store items where they will be easy to put away.

· Each item needs a specific amount of space in which to live.  

· Organize into activity zones and keep all the tools, supplies, equipment, and information needed to accomplish that activity close at hand.

· Make a list of archival items/papers and keep a copy of this list on your computer or in your office files and where they are located.

· Labeling everything not only helps you remember where to find or return items, but it also helps your family members and/or co-workers as well.  

· Weed constantly to eliminate items you no longer need or use or are no longer working properly.

· When organizing, think vertically, rather than horizontally (build up rather than sideways).  
· Tidy up your work area before you leave for the day so you can start with a clean area each morning.

· In order to become and keep order, recognize that changes will be necessary.

· Being organized is an on-going process, not an end result.

14 Helpful Organizing


Principles
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