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Welcome to DECIDE® 

Welcome 

Welcome to DECIDE® to be Organized, An Empowering Process of Change! I am so 

thrilled that you made the “decision” to delve into this topic and read this e-book.  There 

are many fantastic books and resources that will help you get better organized and stay 

that way.  DECIDE® differs in its approach in that it is less about the “stuff” and more 

about the thinking behind the “stuff.”  The DECIDE® process allows you to go deep and 

examine the connection between decision-making and disorganization.  It looks at the 

way you think and act with regard to organization, and offers an opportunity for an 

empowering change to occur.  So, although this may be a small book, it is a powerful 

one! 

The Layout 

A little bit on the layout and organization of this e-book (did you expect anything less 

from a professional organizer?).  It starts with an Introduction and then proceeds to 

cover the six DECIDE® steps in detail.  There are also six DECIDE® Asides, which 

apply the tools and DECIDE® process to real life examples.  In addition, dispersed 

throughout the e-book are several DECIDE® exercises that you can take to keep you on 

your toes.  The exercises are designed to assist you in going deep into the subject, and to 

make the process interactive so that it sinks in more.  There are no right or wrong 

answers!  Try to use free association and answer with the first thought that comes to 

mind.  It usually reflects your true thinking. 

Let’s Get Started 

Now, are you ready to DECIDE®?  Let’s dig in! But first, a little about me, and my path 

to becoming a professional organizer and creating LM Organizing Solutions, LLC 

(LMOS). 
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My Path to LMOS 

“What you do makes a difference, and you have to decide what kind of  

difference you want to make.” ~ Jane Goodall 

 

Many people believe that they have one true vocational 

calling.  That may be true.  But for some of us, we have 

multiple areas of expertise and talents and a thirst to 

share them all with the world.  It is this sense of adventure 

and drive for reinvention that ultimately led me to create 

LM Organizing Solutions, LLC (LMOS). 

 

My first calling was as a performer.  I spent my childhood 

singing, acting and dancing, and wanted to go 

professional.  But as I matured, I started to fall in love 

with the law, and switched gears as a young adult, pursuing a pre-law course of study.  I 

never gave up performing but, rather, turned it into a wonderful hobby that continues to 

this day. 

 

Another great passion of mine was to work with the deaf.  My cousins are deaf—a lovely 

married couple that is a generation older than me.  As a child, when I visited and saw 

them signing with each other, and with their two hearing children, I was enthralled and 

vowed to learn this beautiful, expressive language.  Thus, when I graduated from college 

and was admitted to law school, I deferred admission for one year to teach at the New 

York School for the Deaf in White Plains, NY. 
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I was hooked!  I loved teaching deaf students, and developed proficiency 

for American Sign Language.  A year later, I decided to continue 

teaching and attend law school in the evening.   

 

Upon my graduation from law school, I practiced employment, labor, education and 

disability law for 9 ½ years.  Although I had a profound respect for the law, I did not 

appreciate the way it was practiced in our society.  It became too negative in the hands 

of those that wanted to use it to fight.  I started to become restless and knew that there 

were other ways I could share my talents and expertise with people and organizations to 

improve the world.  I did a lot of soul searching and arrived at the conclusion that I 

needed to leave the traditional practice of law and become an entrepreneur in order to 

truly make a difference. 

 

During that time of career transition, I realized that I had been organizing people’s lives 

on an “amateur” level my whole life, and that my organizing and coaching skills 

transcended my work as a lawyer, teacher, mediator, writer, speaker, and performer.   

 

In 2002, I launched LMOS, which serves as the umbrella for my areas of expertise, and 

provides a platform to offer a variety of services to clients.  Through LMOS, I am able to 

offer organizing, business and life coaching, and motivational speaking to individuals 

and organizations.  These three main focus areas allow me to combine my lifelong 

passion for creating order with my skills gained as a lawyer, educator, and performer.  

LMOS gives me the ability to enact positive, proactive change.  My clients rely on me for 

leadership, guidance, support, encouragement, and coaching. 
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I now consider myself a multi-passionate entrepreneur.  My business is both a 

profession and a passion.  I 

took a leap of faith and 

created a business that allows 

me to meld together many 

different, but related, 

“callings” at the same time, 

while helping people live 

better lives and run better 

companies and organizations.  

The result has been both 

successful and rewarding.   
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DECIDE® to be Organized:  
An Empowering Process of Change 

Achieve Results at Home, at Work, and in Life 

 

“There is no more miserable human being than one in whom  

nothing is habitual but indecision.” ~ William James 

 

In my years of experience working with clients to improve their organizing systems, I 

have noticed a trend.  Disorganized people and organizations often have difficulty 

making decisions.  Indeed, these people and organizations get stuck in decision-making 

mode, causing delay and stress, which in turn leads to physical and mental clutter. 

 

We are bombarded with decisions on a daily basis; some vital, some trivial.  

Unfortunately, we cannot avoid decision-making if we want to function in today’s busy 

world.  What we can control is our ability to make decisions in a manner that ultimately 

frees us from all of the clutter.   

  

Organized people and organizations are great decision-makers.  By great, I do not mean 

that they make all decisions well.  Instead, they make decisions quickly, efficiently, and 

in a manner that avoids undue stress and delay.  To be fair, many organized people and 

organizations make poor decisions, otherwise known as mistakes.  The difference is that 

they learn from these mistakes, and then are able to move on.  They are, therefore, able 

to free themselves of the constant fretting and worrying that often accompanies 

decision-making in the minds of disorganized people and organizations.  This 

behavioral shift makes a world of difference.  
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Webster’s Dictionary defines the term decide as “to arrive at a solution that ends 

uncertainty; to induce to come to a choice; to make a choice.”  Thus, to decide embodies 

an active process of change.  The end result is freedom from the mental clutter caused 

by over-thinking too many decisions, as well as the physical clutter that results.  When a 

person or organization is unclear as to goals and priorities, the person or organization 

invariably keeps too many physical items.  How often do you utter the following phrases 

or hear these phrases from those around you?  “I might need that someday,” “We may 

use that down the road for a new business project,” “I’m not sure if I want that; I’ll just 

hold onto it for now.”  The culmination of these delayed decisions causes the physical 

and mental clutter. 

 

DECIDE® is an empowering process that leads to change.  It will assist you in achieving 

results at home, at work, and in life in general.  While the process guides a person or 

organization in making decisions that lead to a more organized state, it is itself a 

decision; a decision to take control.  Therefore, in order for it to be effective, you must 

decide to DECIDE® — exercise the power that you have to move forward, and make 

changes. 

 

So how does the process work? 
 

D = Discover what you have and want at home, at work, and in life 
E = Eliminate what is unnecessary and does not further your goals 
C = Categorize what remains 
I =  Implement a system designed to match your needs, habits,  

work and lifestyle 
D = Dedicate yourself to maintaining your effective new system and 

integrating it into your life 
E = Enjoy the freedom and positive results that being organized brings 
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So come along with me on the DECIDE® journey.  Through DECIDE®, you will get 

better organized, take control, and make positive changes.  While you may never be 

“perfectly organized” (can anyone, really?), you can use the DECIDE® process to make 

your home, work, and life function smoother.  This will enable you, in turn, to achieve 

the bigger, more meaningful goals you are reaching for.  What will be your reward for 

getting organized?  Figure out what it is that you want to enjoy, and then get ready for 

new opportunities and experiences to enter your life.   
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DECIDE® Aside  
Attempting to Get Organized?   

Take it ‘Bird by Bird’ 

“The significant problems we face cannot be solved at the same level of  

thinking we were at when we created them.” ~ Albert Einstein 

 

One of the best books on writing – and life itself for that matter – is 

Bird by Bird by Anne Lamott.  Among the pearls of wisdom she 

offers in her funny, witty style, is to take baby steps.  Apparently, 

when she was a child, her brother was facing writer’s block as he 

attempted to write a book report on various species of birds.  He 

was overwhelmed, realizing there was so much to do, and didn’t 

know where to start.  Her father advised her then 10-year-old 

brother to, "Just take it bird by bird."   

 

Wiser words were never spoken, and not just about overcoming writer’s block.  The 

same can be said of how to get organized.  One of the biggest obstacles that people 

face when attempting to ‘get organized’ is that they bite off more than they can chew.  

They forget that it took them years to get disorganized, and that they should allow 

ample time to reverse the trend.  If you truly want to get better organized, the bottom 

line is that you have to be willing to make changes in your systems and the way you 

are doing things (or not doing things), and you have to be prepared to act – to put the 

principles in place. 

Be ready to put in the time to make or break habits – psychologists say it takes 

approximately 18 days to do so.  Organizing is a way of life that requires maintenance 

and ongoing effort until it becomes second nature.  Remember that change is a 

process, not an event.  Don't try to change everything at once.  Pick one area of your 

life that needs changing the most and focus on it first. 
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So, how do you take it ‘bird by bird’ when organizing?   

 

First, do a ‘brain dump.’ This is when you put down on paper (or on your computer, 

in your iPhone, etc.) every organizing problem and challenge you face, all of the tasks 

and activities you need to accomplish to have a more organized home, office and life, 

and what your organizing goals are.  Next, get your calendar out, and start scheduling 

organizing sessions with yourself.  At the very least, map out one thing you intend to 

do and what steps it will take to do that, then schedule them.  Even if it takes you six 

months of scheduling, in six months from now, you’ll be better organized. 

 

In order to stay motivated while organizing, post 

your goals in a conspicuous place, especially if 

you are a visual person.  Before and after photos 

also help many people get and stay motivated.  

Reward yourself along the way as you would with 

any other behavior modification program.  For 

example, when you finish a certain portion of 

your organizing project, treat yourself to some 

stylish new organizing products, like bins or baskets (or any other dangling carrot 

that works for you!).  Play music while you are organizing.  Not only will it help you 

keep moving, but it can also serve as a great timer so that you don’t overdo it and 

spend too much time organizing and burn out.  When your favorite CD is over, so is 

your organizing session.  Lastly, consider working with a buddy (perhaps as a 

couple?) in a team/group effort (a family project?), or go to the pros and hire a 

professional organizer (check www.NAPO.net for a referral to an organizer near 

you, or contact me if you think we may be a good match – even if you are outside of 

my geographical area, I offer virtual organizing and coaching services).  Involving 

others is often a great motivator and keeps you accountable! 

http://www.napo.net/
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Where and how do you start organizing?   

Attack what’s visible first.  For most people, this serves as the best motivator, gives 

them a sense of accomplishment and, therefore, offers the most ‘bang for the buck.’ 

Sort one section at a time, room by room.  Try to finish an area, project, or room 

before moving onto the next.  Remember, the space often looks worse before it looks 

better.  The process of organizing is messy, as you have to pull everything out to sort, 

purge, and create new systems.  Stay focused by making a separate box labeled 

“action” and tend to it later.  Also, create an “out” box near the door of the room you 

are organizing for items that belong somewhere else in the home or work place.  Do 

not leave the space you are organizing to go put things away!  

 

I know it’s tempting to try to tackle the whole house, office, or your life, but exercise 

some restraint.  If not, you will most likely be setting yourself up for failure.  Trying to 

do it all generally leads to feelings of overwhelm and inadequacy.  Then you will 

wonder why you ever tried to get organized in the first place, and stop trying at all.  

Instead, just take it “bird by bird.” 
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DECIDE® Step 1 - Discover 

“Take the first step in faith.  You don’t have to see the whole staircase, 

just take the first step.” ~ Martin Luther King, Jr. 

 

In this chapter, we will focus on Step 1, Discover.  As with all of the steps in the 

DECIDE® process, Discover requires you to engage in the process mentally and 

physically.  Think of the Discover step as a time to reflect and conduct a self-

assessment.   

 

In this early phase of the process, you 

must go on a path of discovery.  Your 

mission is to discover the physical 

“stuff” that takes up space in your life.  

Think about and find the things you 

have at home, at work, in your car, in 

your computer, and filling up your 

calendar.  Be bold and be broad.  Getting 

organized is about decluttering all facets 

of your life by clearing out the 

deadweight and then implementing systems that keep only the things you love, use 

often, and need.  Thus, being organized has less to do with the way an environment 

looks than with how effectively it functions.  The goal is not to BE organized, but for 

your life, home, and office to run more smoothly. 
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This is also the time to seriously think about your goals and priorities.  Unclear goals 

and priorities play a large part in causing physical and mental disorganization.  What is 

clutter?  Clutter = delayed decisions.  Most physical clutter (and often mental 

clutter too) can be traced back to a delayed decision.  This is a typical conversation with 

a business client.  “What is that pile of papers on your 

back credenza?” “Oh, I went to a business conference last 

year and meant to sort through the handouts and give 

aways.  I wasn’t sure if I wanted to keep them, so I just 

put them there.”  A typical conversation with a residential 

client may play out like this.  “What is that pile of yarn in 

the family room?  Do you knit?” “No, I haven’t in a few 

years, but was never sure if I would pick it up again, so I 

kept it.”  Unclear goals and priorities.  Delayed decisions. 

 

To be fair, some clients keep too many things because they do not know what they need 

and what can safely be discarded.  I primarily see this with paper management and filing 

systems at home and work.  In those circumstances, asking advice of relevant 

professionals usually yields tremendous results.  Your professional organizer, financial 

planner, attorney, insurance agent and accountant will be able to assist with what 

important papers should be maintained and for how long.   

  

So I challenge you to Discover what you have and want at home, at work, and in life so 

that you can continue on the DECIDE® journey.  Next chapter, we will move onto Step 

2, Eliminate.
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DECIDE® Exercise – Self-Assessment 

 

What is your purpose or desire for wanting to get better organized? 

 

 

What is your organizing style? 

 

 

What systems are already in place and effectively working that you can use as a model? 

 

 

Why did things get this way?   

 

 

How can they be fixed? 

 

 

What is your disorganization preventing you from having in your home, life or work? 
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DECIDE® Aside 
Want to Get Organized?   

Take a Page Out of Harry Potter 

 

I am a big fan of J.K. Rowling’s Harry Potter books.  I have read all seven of them, 

and each time a new movie version premieres, I make it a point to re-read that book 

before seeing the accompanying movie.  As I write this, I am re-reading the sixth book 

in the series, Harry Potter and the Half-Blood Prince, which is currently showing in 

theaters.  In Half-Blood Prince, the sixth-year students at Hogwarts are taking 

lessons in apparition.  Apparition is a magical form of teleportation, through which a 

witch or wizard can disappear ("disapparate") from one location and reappear 

("apparate") in another.  During the lessons, the instructor outlines the 3 D’s of 

apparition: Destination, Determination, and Deliberation.  When I read the 3 D’s of 

apparition, I couldn’t help but think that there is a strong parallel to the principles of 

organizing.  Let me demonstrate. 

 

If you are about to embark on an organizing project, you need to first think about 

your organizing goals, i.e., your Destination.  If a physical organizing project, you can 

do this by visualizing what the space will look like after you have organized it.  

Visualize your home or office without the piles of clutter.  If your organizing project is 

not physical, then you can envision what you will feel like once the project is 

accomplished.  Visualize your calendar with fewer tasks in it.  Hold onto that 

visualization in your mind.  Thinking about your Destination is a powerful motivator 

to help get you there.  In my 6-step organizing approach, DECIDE®, the first step is 

Discover.  Like Destination, it is the stage when you think about what you want in 

your home, work, and life, and how being better organized will serve you and your 

goals. 
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In order to succeed with your organizing projects, you need to practice 

Determination.  When you are determined, you are more likely to prepare for success.  

What type of Determination do you have?  Have you created an accountability 

partnership?  Have you hired a professional organizer to assist you?  Are you willing 

to make the time and exert the effort that it takes to make organization a reality?  

With Determination, you will make time in your schedule to organize, and will break 

down the organizing project into small manageable portions in order to stay focused 

and motivated.  In the DECIDE® process, the 5th step is Dedicate (we will cover 

Dedicate later in the book – be patient!).  Just like with Determination, you must 

dedicate yourself to becoming organized, and staying that way once you have 

achieved your desired goal.   

 

Lastly, you must act with Deliberation when you want to get organized.  To be 

deliberate when organizing means that slow and steady wins the race.  You need to 

take each action with an eye toward whether it makes sense for you.  In the DECIDE® 

process, the 4th step is Implement, during which you design organizing systems to 

match your habits, needs, work, and lifestyle (we’ll 

get there in a bit, I promise!).  You need to carefully 

consider each step along the way, and be deliberate 

so that the system can be maintained for the long 

haul.  If the system is deliberately tailored to you, 

you will be more likely to maintain it. 

 

So when organizing, think of the 3 D’s of apparition from Harry Potter: Destination, 

Determination, and Deliberation.  They are useful tools for accomplishing your 

organizing projects.  And, of course, if all else fails, you can always try to 

“disapparate” your clutter! 
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DECIDE® Step 2: Eliminate 

“The ability to simplify means to eliminate the unnecessary  

so that the necessary may speak.” ~ Hans Hofman 

  

In this chapter, we will focus on Step 2, Eliminate.  Eliminate is as much about 

saying no to tasks that do not further your goals, as it is about physically purging items 

from your home and office that you do not love, use often, or need.  During this phase, 

you will need to spend time and energy thinking about, and ultimately purging, what is 

not serving you.  One of the biggest obstacles to achieving organizing results is keeping 

everything and treasuring nothing.  You must let the cream rise to the top to truly 

appreciate the gems.  If everything is 

special, then essentially nothing is.   

 

Often times, people and organizations are 

faced with so many decisions that they 

become overwhelmed.  Here are a few 

tools and tricks that I employ with my 

clients to assist them during the 

Eliminate phase: 
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Broadly Define “Eliminate”  

 

Think of eliminating items from your home and office, and tasks from your schedule, as 

a broad exercise.  For example, eliminate may mean to purge an item altogether by 

discarding it (either in the trash or in the recycling bin).  However, eliminate can also 

mean to donate items to those who could truly use them and may really need the items.  

It can also mean to purge items from your home or office in one format, but save them 

in another, as is the case when I have clients scan hard copy documents to electronic 

format.  You can also freecyle items (check out www.freecycle.org), archive them to 

another location, box them up and assign them an expiration date, box them up and 

place them out of “rotation” temporarily to bring out at a future date, etc.  There are 

many ways to eliminate other than truly trashing an item! Thinking broadly of how you 

can eliminate your clutter will help you rid your life, home, and office of even more.   

 

Start with a “First Pass”  

 

If you are nervous about eliminating too much 

too quickly, start with a First Pass.  This is an 

effective tool for people and organizations that 

need to take it slow, and tread carefully.  You can 

always go back and purge or donate more later, 

but a slow and steady start will at least get you 

going.  It all depends on your comfort level, 

which may change depending on the items to be 

purged.  Sometimes, all you need is to start 

exercising your “purge” muscles to motivate you 

to keep going!  

http://www.freecycle.org/
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Use "Meta Decisions"  

 

A Meta decision is an umbrella-type decision that impacts all of the smaller decisions 

that come thereafter.  It is made with the intention of impacting or replacing a number 

of future decisions.  Thus, Meta decisions are crucial to organizing because they save the 

mental anguish and time involved with making hundreds of individual decisions one by 

one.  For example, you can make a Meta decision to purge any business paperwork that 

is over 7 years old.  Then, all you need to do as you are sorting is look at the dates.  

Anything that is older than 7 years automatically gets purged.  This takes the guesswork 

out of reviewing and making a decision regarding each and every document.  You can 

use Meta decisions with clothing (“I will not keep anything that I have not worn in the 

last 2 years”), magazines and newspapers (“If I have not read it in the last 3 months, it 

gets donated or thrown in the recycling bin!”), e-mail (“I will check email for 1 hour in 

the morning, 1 hour after lunch, and 1 hour in the evening only.”), requests for social 

events (“I will commit to 3 social events this month only.”), etc.  Essentially, using Meta 

decisions is a clever way to establish rules and set boundaries.  Try it!  I guarantee it will 

free up some of your mental clutter, allowing you to purge more of your physical clutter. 

 

So I challenge you to Eliminate as a way to simplify and move forward on the 

DECIDE® journey.  Next chapter, we will move onto Step 3, Categorize. 
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DECIDE® Exercise - Eliminate 

 

What are you ready to Eliminate?  List some items and then go get rid of them! 

 

 

 

 

 

 

 

 

What Meta-Decisions can you create to help you Eliminate and keep thing in check?   

List your “rules” here and try to stick to them! 
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DECIDE® Aside  
Multi-Tasking Decreases Productivity:  

Fact or Myth? 

  

“To do two things at once – is to do neither.”  

~ Roman philosopher Publilius Syrus, 100 A.D. 

 

When we need to accomplish many tasks, we do 2-3 things at once, sometimes more.  

We do this in order to be more productive.  Multi-tasking has basically become the 

American way.  In fact, employers often include “multi-tasking” as one of the 

desirable traits they look for in job descriptions.  But is multi-tasking really leading to 

increased productivity?   

 

According to some experts, the answer is no.  Multi-tasking is generally less efficient 

than focusing on one thing at a time.  Studies show it impairs productivity.  It is 

impossible to do 2 tasks at the same time without compromising each.  Supposedly, it 

takes your brain 4 times longer to process than if you focused on each task separately. 

 

David Meyer, Ph.D., a psychology professor at the University of Michigan in Ann 

Arbor has spent the past few decades studying multi-tasking.  His research shows 

that not only is multi-tasking inefficient, but also can cause problems at work, at 

school, and even, in some cases, be dangerous.  Meyer explains, “It takes time to 

warm up to a new task, especially if both require the same skills.” Apparently, the 

transition time between switching back and forth from one task to another is where 

multi-tasking starts to result in decreased productivity.   
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In addition, studies show that some tasks that are frequently grouped together 

conflict with one another causing a decrease in productivity.  Have you ever been 

writing an e-mail and chatting on the phone, and realize that you are saying what you 

are typing, or typing what you are saying?  Supposedly, it’s impossible to do both of 

these tasks well because each requires language skills and short-term memory.  What 

about reading your email and 

talking to someone at the same 

time?  If you’re trying to actually 

read your email, as opposed to 

maybe just skimming the names in 

your inbox, conversation with 

someone becomes difficult because 

you’re tackling two language 

activities at once: reading and 

listening.   

 

Meyer has also studied the effect of multi-tasking on students (stay with one 

homework assignment at a time, kids), and on cell phone use while driving (read: 

don’t do it unless you are prepared to seriously impede your ability to drive).  To see 

some of Meyer’s work on multi-tasking, visit his page at the University of Michigan 

(http://www.umich.edu/~bcalab/multitasking.html) .   

 

Some people feel that multi-tasking helps them to stay fresh and alert, not get bored, 

and ward off fatigue.  Some even claim that they can’t help it, as their brain gets easily 

distracted and goes from one thought and task to the next.  However, most experts 

agree that the average person does not know how to multi-task well and, therefore, 

should refrain from doing it at all.   

http://www.umich.edu/~bcalab/multitasking.html
http://www.umich.edu/~bcalab/multitasking.html
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Jim Loehr of the Human Performance Institute has spent a great deal of time 

studying multi-tasking and writes, “Multi-tasking is the enemy of extraordinariness.  

Human beings, sorry to say, can focus fully on only one thing at a time.  When people 

multi-task, they are not fully engaged in anything, and partially disengaged in 

everything.  The potential for profoundly positive impact is compromised.  Multi-

tasking would be okay–is okay–at certain times, but very few people seem to know 

when that time is.” For more information on Jim Loehr’s research on multi-tasking, 

visit the Human Performance Institute at http://hpinstitute.com. 

 

Some people claim to truly thrive on multi-tasking.  But are they really increasing 

their productivity in a quantifiable manner, or just giving themselves (and perhaps 

others) the perception that they are getting more done?  If you are really getting 

things done in a more productive manner by using multi-tasking, fine, and good for 

you.  You have somehow managed to prove the experts wrong.  But, if you have too 

many balls in the air, you may need to re-think your strategy — unless you learn how 

to juggle. 

 

http://hpinstitute.com/
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DECIDE®Step 3: Categorize 

"Perfection is achieved, not when there is nothing more to add, but when there is 

nothing left to take away." ~ Antoine de Saint-Exupery 

 

In this chapter, we will focus on Step 3, Categorize.  

Categorizing your possessions, while intuitive to 

some, does not often come naturally to others.  Yet, 

categorizing is vitally important as it serves as the 

foundation of the organizing system.  When items are 

stored by category, it is easier for the brain to process.  

The key is to “think” in categories so that you store 

like with like, making items easier to find, retrieve, 

and use.  Usually the “homes” for such items are 

logical if they are stored by category, as the entire 

Universe of that particular type of item is in that one 

location, as opposed to being scattered in many 

different, and sometimes illogical, locations. 

 

So, how do you categorize?   Here are a few tools and tricks that I employ with my 

clients to assist them during the Categorize phase: 
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Define and Gather the Entire “Universe”  

 

When organizing by category, gather the entire group of like items together.  This will 

assist you in 2 ways:  1) seeing how much of that particular type of item you really 

possess, and 2) deciding whether you need every item within the category or are willing 

to sacrifice some.  Generally, until you physically gather the group of like items together, 

the enormity of that category does not fully impact you.  Many people underestimate 

how many items of one category they actually possess.  Seeing the truth in a pile staring 

back at you can be powerful! 

 

Choose a Common Characteristic  

 

In order to define a category, you must choose a common characteristic that makes 

sense to you.  For example, if you are categorizing paper into files for a home, you may 

create a category named financial, and store all of your banking, credit cards, retirement 

statements and taxes in that category.  Other people may create separate categories for 

banking, credit cards, retirement and taxes respectively.  In the 

workplace, I often see a category of files named Administrative, 

while other companies name the same category Operations.  For 

clothing, some people create categories for eveningwear, 

casual/weekend, office/work, and gym/work out clothes.  Other 

people categorize their clothing by color!  There is no perfect 

way to create a category.  (Although, unless you wake up and 

say, “This is a ‘red’ day,” I do not recommend you organize your 

clothing by color alone, but rather, first by category and then by 

color.)  The key is that the common characteristic must be 

intuitive, so that it is easy for you to recall.   
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Zone it Out  

 

Group like items together according to how you use them and set up zones for 

maximizing time and efficiency.  Think of zones as an expanded version of categorizing, 

as it often involves grouping items of several categories together in order for them to be 

fully functional.  For example, a coffee making station, a gift-wrap center, a bill-paying 

center.  This technique can be employed at home and at work, and is often simple and 

efficient.   

 

Build the Foundation  

 

Categorizing becomes the foundation for many of the later steps employed in the 

organizing process, including implementing a system, and dedicating yourself to 

maintaining the system.  The size of the category often defines the storage location (the 

“home”).  In addition, if you implement the “one-in-one-out” rule, then the size of the 

category must remain fixed, which dictates subsequent behavior, including donating or 

purging items every time you add a new item to the mix.  Therefore, even though 

categorizing may not seem vital, it is an important building block in the organizing 

process that cannot be overlooked.   

So I challenge you to Categorize as a way to simplify and move forward on the 

DECIDE® journey.  Next chapter, we will move onto Step 4, Implement. 
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DECIDE® Exercise - Test the Categories 

Once you have created your categories, test them to see if they make sense to you.   

Is anything missing?   

 

 

 

Are there categories that are unmanageably large?   

 

 

 

Are there stragglers that are left out of the loop, off by themselves in a category of one?   

 

 

 

Taking stock of the categories you have created will lead you to make even better 

decisions as you progress on your organizing journey.   
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DECIDE® Aside  
What’s In Your Memory Box?   

Creating an Organized Home for  
Your Prized Possessions 

“There are two things to aim at in life: first, to get what you want,  

and after that, to enjoy it.”  ~ Logan Pearsall Smith 

 

When conducting an organizing presentation or teleclass, I often mention the idea of 

creating a Memory Box for each family member.  Many participants share that the 

Memory Box tip is their favorite, and one they cannot wait to act on.  (See, for 

example, this blog post by June Bisel of BusinessCardContacts.com at 

http://www.businesscardcontacts.com/2008_06_01_archive.html). 

 

A Memory Box is a 

container in which each 

family member can store 

his or her most treasured 

possessions.  The size 

should be big enough to fit 

the prized possessions, but 

small enough to grab and 

carry out of the house, in 

case of an emergency.  The 

actual container can be a 

no-nonsense functional type, like a plastic bin, or it can be a lovely decorated stylish 

box, bin, or basket.  My personal Memory Box is an old trunk that has handles on the 

side to carry it in the event of an emergency evacuation.   

 

http://www.businesscardcontacts.com/2008_06_01_archive.html
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The location for storing the Memory Box is also a personal decision.  Often, because 

of the confidential or personal nature of the items in the box, it makes the most sense 

to store each person’s Memory Box in his or her room, at the top or bottom of a 

closet, under the bed, etc.  But some choose to store all of the Memory Boxes for the 

family in a basement or attic, so that they do not take up precious space in the living 

areas of the home, and can be grabbed easily in one fell swoop if need be. 

 

I would not recommend storing vital documents such as your will, birth certificate, 

etc.  in the Memory Box.  Those items should either be stored in a safe deposit box at 

the bank, or at home in a fire resistant box (remember, there is no such thing as a 

fireproof box for the home!).  Some people store their vital documents in a regular file 

folder in their filing cabinet, and keep copies (or the originals) in a separate location.  

In the event that an emergency causes a very quick evacuation, the people and pets go 

out first, followed by the vital documents, and then the Memory Boxes. 

 

What goes in a Memory Box?  Well, that is up to you, of course.  But here are 

some ideas. 

 

 Start a Memory Box for your children’s prized artwork, sentimental childhood 

possessions, schoolwork, etc.  They can decide, with you, what goes in it.  You 

can have a master Memory Box, and one for the current school year.  At the end 

of the school year, your child, with your help, can revisit the year, purging any 

items that are not vital enough to go in the master Memory Box.   

 

 If you have a few sentimental favorite articles of clothing that you just can’t part 

with, but don’t wear, store them in your Memory Box. 
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 Want to revisit your love life?  Store old love letters, poems, your corsage or 

boutonnière from your high school prom, a playbill from the first date with your 

spouse, etc. 

 

 If you plan to store documents or photographs in your Memory Box, consider 

getting an archival quality document or photo box to insert the paper and 

photos in, and then store the document or photo box inside the larger Memory 

Box.  This will ensure paper and photos do not get destroyed over time. 

 

 If an item is much too large to fit into the Memory Box, and you can bear to part 

with it, take a photo of the item, and store the photo with a description of the 

item in the box.  This works well for items that you are merely keeping out of 

obligation.  For example, that hideous painting your aunt made for you that you 

will never hang up! Take a photo, write a note saying, “Aunt Gertrude meant 

well” and donate the painting to someone who will appreciate its unrecognized 

beauty. 

 

People are often surprised to hear that I have a Memory Box.  You, a professional 

organizer?  Yes! Organizing is about decluttering your life of the stuff that does not 

serve your goals, and letting the cream rise to the top.  It is about giving your favorite 

possessions a place of value in your home and life.  My personal Memory Box 

includes select sentimental items, including my handwritten journals, my baton (yes, 

I was a baton twirler – don’t laugh!), my middle school graduation dress (loved it!), 

love letters from my husband from before we were married, letters and cards from 

friends and family members that are precious to me, and poems that I wrote growing 

up.   
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Ms. Bisel shares that her new Memory Box will contain her kid's baby books, 

drawings from elementary school, some treasured photos, and other memories from 

her kids’ childhood.  She says that her kids love looking through the stuff, and it 

would be great to have it all in one place.  Before she attended my workshop last year, 

the items were scattered around the house, and now they will be stored conveniently 

together, in a place of distinction. 

 

So, what’s in your Memory Box? 
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DECIDE® Exercise – Fill Your Memory Box 

 

If you already have a Memory Box, list the contents of it here.  If you don’t have one yet, 

get going! Create a Memory Box, and list the contents here as you put them in their new 

home in a place of honor. 

 

 ____________________________________________________ 

 

 ____________________________________________________ 

 

 ____________________________________________________ 

 

 ____________________________________________________ 

 

 ____________________________________________________ 

 

 ____________________________________________________ 

 

 ____________________________________________________ 

 

 ____________________________________________________ 
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DECIDE® Step 4: Implement 

“Out of clutter, find simplicity.  From discord, find harmony. 

In the middle of difficulty, lies opportunity.”  ~ Albert Einstein  

 

In this chapter, we will focus on Step 4, Implement.  I cannot stress enough how 

important this step is in the Decide® process.  Why?  For an organizing system to be 

successful, it must be tailored to you.  That means it must fit your home, work, needs, 

habit and lifestyle.  If not, you will be unable to maintain it.   

 

Many clients ask me, “What do you do?”  I 

invariably reply that what I do is irrelevant.  

Sure, I often share my personal organizing 

systems with clients, otherwise known as the 

“secrets of a professional organizer.”   I also 

share tried-and-true systems I have 

successfully used with hundreds of clients, as 

well as tips and tools of the trade.  However, 

the key to whether a system will be maintained almost always lies in how customized it 

is, whether the client is an individual or an organization.   

 

So, how do you customize the system so that when you Implement, it sticks?   

 



DECIDE® Step 4: Implement 

36 | Page  ©2013 |  Lisa Montanaro Global Enterprises, LLC   |   www.LisaMontanaro.com   |   530.564.4181 

Choose Your Projects  

 

How do you know whether you need a new organizing system in the first place?  Ask 

yourself if the current set-up is working.  How frustrated are you with your physical 

surroundings, your inability to manage time, and the clutter in your life?  Unless your 

current organizing systems are 75% or more effective, I recommend starting from 

scratch.  If something is really bothering you, chances are you’ll know it!     

 

Keep it Simple  

 

Remember that change is a process, not an event.  Don't try to change everything at 

once.  Pick one area of your home, work, or life that needs changing most and focus on it 

first.  And when you create a new organizing system, keep it simple.  Don’t over think 

the system.  If it's too complicated, you won't stick to it. 

 

Designate a Home  

 

When deciding where to create the home for your 

organizing system, pay attention to details.  Give 

consideration to the sizing of storage spaces or 

containers (don’t forget to measure!), as well as 

accessibility (make it easy to retrieve and put away 

frequently used items), and safety issues. 
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Let Go of Assumptions and Perfectionism  

 

There is no right way to set up an organizing system.  The first step is deciding what you 

need from the system, and what will make it a success for you or your organization.  The 

system must be built around your personality type, work style, physical environment, 

needs, and goals.  There is no cookie cutter solution, so don’t get hung up on striving for 

perfection.  Let The Container Store catalog serve as inspiration, not an unattainable 

standard of perfection that intimidates you. 

 

Share and Share Alike  

 

Often, during an assessment, a client will mention that another user in the home or 

office cannot maintain an organizing system.  When I inquire as to whether the system 

was created with the other users in mind, the client usually responds in the negative.  

Therein lies the problem.  If the organizing system you are creating is to be a shared 

system for multiple users, you must give consideration to all users.  Failing to consider 

all users is a common mistake and often causes the system to fall apart.  This applies to 

home and office set-ups.  So, do yourself and the other users a favor – communicate!  

Spend the time brainstorming how each person plans to use the system, and create a 

compromise that makes the most sense.  The solution may be built around the most 

common user, or a combination of many users.  This may take some extra effort, but 

usually results in a system that is maintained more effectively. 

 

I challenge you to Implement organizing systems that are designed with you, the user, 

in mind, as you move forward on the DECIDE® journey.  Next chapter, we will move 

onto Step 5, Dedicate. 
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DECIDE® Exercise – Get Creative! 

I always make my clients wait until the organizing process is almost finished before I left 

them bring in the organizing products.  This saves them a lot of time and money as they 

only shop for items that match the system and their organizing style.  But once you get 

to the Implement stage, you are ready to go creative! Have some fun by adding your 

personal touches to your organizing systems.  For example, you can choose stylish 

baskets or bins, colorful or patterned file folders, fancy hangers, gorgeous desks and 

filing cabinets, playful or whimsical organizing items, etc.   

 

This is the chance for you to bring your particular style to the system.  Although this 

may seem trivial, I assure you it is not.  When you find your environment aesthetically 

pleasing, you are more apt to maintain the system.  In fact, people are less likely to 

backslide, if the systems are not only orderly and functional, but look great and reflect 

their originality.   

 

So, go ahead – get creative! Take measurements, bring them with you, and go to town.  

There are many great organizing products available these days.  Check the Products 

and Resources page of my site, or visit some local shops for organizing solutions. 

 

Organizing Products Shopping List 

 

____________________________________________________ 

 ____________________________________________________ 

 ____________________________________________________ 

____________________________________________________ 
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DECIDE® Aside  
When Organizing, Trust Your Instincts! 

“Mens natures are alike, it is their habits that separate them.”  ~ Confucius 

 

I was working with a client recently to organize her home papers.  We were purging 

papers that were no longer needed, and sorting the keepers into categories so that we 

could put them into files for future retrieval.  So far, so good.  My client confided that 

she considers herself organized at work, and actually likes a fairly clutter-free 

environment.  She shared that at home, 

however, she has a really hard time dealing 

with paper.  This is not uncommon.  Some 

clients can maintain organizing systems at 

work, and not at home, while others can keep it 

together at home, but things fall apart at work.  

There are many reasons for this organizing 

disparity, and I assumed that as I worked with 

this client, the reasons would surface. 

 

And surface they did.  As soon as we started to set up the filing system, I noticed that 

my client lacked confidence in her decisions.  When I would ask her what to name a 

certain file, she would get very nervous, mention a possible name, then second-guess 

herself almost immediately.  She became visibly distressed, and started to lose steam.  

We took a break, and started discussing what she was feeling.  She was feeling 

overwhelmed with choices, and was scared that she would make the wrong choice 

(her words) and not be able to find papers when she needed them later on.  This, my 

friends, is what happens when someone does not trust his or her instincts when 

organizing. 
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It is not a surprise that my client became overwhelmed as soon as we got to the 

implementation phase.  This is when you set up the organizing system in a way that 

makes sense to you, and can be integrated into your life.  For many people, this is the 

toughest part, as it requires the person to make decisions and own them.  If a person 

lacks confidence in his or her ability to set up a system or to maintain it, that lack of 

confidence usually manifests itself through indecision.  For my client, this reared its 

ugly head more at home than at work.  At work, often the systems are already in place 

and an employee merely has to follow them.  For some, this makes it harder as the 

system may be far from what he or she would have created.  However, for others, 

following a ready-made system is easier as it takes the decision-making part out of 

the equation.   

 

So what to do?  Use your instincts.  Go with your gut.   

 

If you were unfortunate enough to have to sit for the SAT exam in high school, you 

may remember the common tip that people would give: do not change your first 

answer, as it is usually the right one.  You can say the same thing when it comes to 

organizing systems.  I often will say to a client when they are having a hard time 

choosing a name for a file, “Quick, what file name would you think to look for this 

paper under?” I am trying to make my clients use free association, and not over-think 

the naming process.  File names are only important when it comes to retrieval, not 

storage.  Most people get caught up in what to name a file because they are focusing 

on the front-end – the storage process.  But filing is most important on the back-end, 

during the retrieval process, when you need to access something quickly after time 

has gone by and your memory is not as fresh. 
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I am amazed how often clients will fight their natural organizing habits and 

tendencies.  For example, a client will explain that he is having a hard time with mail 

being everywhere in his home.  He will advise that he has a mail slot system but is not 

using it.  I ask why.  He tells me it is hanging by the front door, but he uses the back 

door.  I then suggest moving the mail slot to hang near the back door.  My client will 

say, “Oh that makes sense, why didn’t I ever think of that?” Sometimes the easiest 

solution is staring you right in the face, but you don’t trust yourself to grab it.  

Organizing systems should be intuitive, not difficult.   

 

Back to my recent client.  She realized that she wanted to set up her filing system by 

using each family member’s name and then using sub-categories within each person’s 

file area.  For example, let’s say her son’s name is Tom.  She wanted to have a main 

category called Tom, and then file folders within that category for Tom-Auto, Tom-

Education, Tom-Medical, Tom-Work, etc.  The reason for this, she explained, is that 

she tends to think of each person as a universe unto him- or herself.  Once she is 

within that universe, then she wants to break it down by subject matter category.  

Others set up their filing systems based on main subject matter categories of Auto, 

Education, Medical, Work, etc.  and then use each family member’s name as the sub-

categories and file folders within.  Which is right?  Well, both, actually.  It depends on 

the way your brain thinks about and processes paper.  For my client, this system 

worked.  As soon as we set up her filing system in this manner, I could see her 

confidence come back and her spirits rise.  This felt “right” to her.  She just lacked the 

confidence to try it before. 

 

So, when organizing, trust your instincts.  They usually guide you to a great 

solution.   
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DECIDE® Exercise – Trust YOUR Instincts 

 

Think about an organizing system that is not working and ask yourself why.  Is it 

possible that you did not trust your instincts when you set it up?  Recreate the system in 

a way that makes sense to YOU! 

 

____________________________________________________ 

 

 ____________________________________________________ 

 

 ____________________________________________________ 

 

 ____________________________________________________ 

 

 ____________________________________________________ 

 

 ____________________________________________________ 

 

 ____________________________________________________ 

 

 ____________________________________________________ 
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DECIDE® Step 5: Dedicate 

"We are what we repeatedly do.  Excellence, therefore, is not an art, but a habit."  

~ Aristotle 

 

In this chapter, we will focus on Step 5, Dedicate.  If you have made it to this stage in 

the DECIDE® process, I applaud you.  Give yourself a hand.  Many disorganized people 

do not get this far.  However, your work is not yet finished.  Even the most simplistic 

organizing system will fail if it is not maintained.  Dedicate is the stage when the daily, 

weekly, and monthly maintenance comes in.  You must commit to making your 

organizing systems second-nature, or your self-help efforts will fail.   

 

So, how do you Dedicate yourself to maintaining your new (and existing) organizing 

systems?  Employ some rules. 

 

Take 15 

 

Integrate a daily and periodic maintenance program into your routine, but keep it 

simple.  All of the work you have done up until this stage can be deemed catch-up or 

backlog work.  From this point on, if your system is truly well designed, it should take 

approximately 15 minutes per day to maintain your organizing systems.  If it is taking 

considerably longer, then either your system is overly complex or not tailored to you — 

or you are not maintaining often enough.  Commit to 15 minutes in the morning or 

evening, both for home and work environments, and you should see results.   
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Record Retention Policy 

 

One of the easiest ways to maintain a paper management system, whether at home or at 

work, is to use a Record Retention Policy.  People tend to think of these retention 

policies as only being a necessity in a large corporation.  To the contrary, households 

and small businesses can benefit from having a paper retention system also.  When you 

have guidelines to follow as to what to keep, in what location, and for how long, you tend 

to maintain a tighter system and often keep less paper overall.  Create your own Record 

Retention Policy so that it is tailored to your home or office.  If you need help, take a 

teleclass on recordkeeping (I offer a recorded teleclass called Record Retention 101: 

Organize Your Paperwork, which comes with a comprehensive accompanying handout 

– visit the Products and Resources page of my site for details and to order), speak to 

your attorney and accountant, or work with a Certified Professional Organizer one-on-

one (yes, we make house calls!).   

 

The Container Principle/One-In, One-Out Rule 

 

Think of your organizing systems as creating a “container” or box that 

fits all of the items in it.  For example, a closet contains a finite 

amount of space, as does a file drawer.  Even your calendar is 

essentially a “container” consisting of 24 hours.  Once you have a 

system that works, or if your container is full, then you should only 

bring in new items if you are able to rid the “container” of an existing 

item.  This is known as the Container Principle or the One-In, One-Out Rule in 

organizing lingo.  These rules are handy to use when maintaining an already organized 

system.   
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Constant Evaluation 

 

Be vigilant about evaluating your systems.  Keep up with changes in needs, goals, 

possessions, and priorities.  Make adjustments for new items acquired; purge old stuff 

that’s become irrelevant.  If your systems become outdated, you need to tweak them.  

Staying organized with your time, space, paper and possessions means giving those 

systems the attention they deserve.  If you forget about the systems, trust me, they will 

get your attention by piling up, getting backlogged, and adding to your stress.   

 

Dedicate yourself to maintaining all of your efforts.  You will be rewarded with the 

ability to function more productively in your home and work environments and, most 

importantly, you will not have to go back to Step 1 of the process and start from scratch.  

Remember, it is a lot easier to stay organized than it is to get organized.  Next chapter, 

we will end our DECIDE® journey with Step 6, Enjoy.   
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DECIDE® Exercise – Schedule in Dedicate Time 

 

Grab your calendar and schedule in a recurring appointment for home and for work to 

Dedicate yourself to maintaining your newly-organized systems.  Remember, 

maintaining an organizing system should become second nature, like brushing your 

teeth everyday.  BUT it takes time to get that way, so be patient.  Start with Take 15 and 

keep it up! 
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DECIDE® Aside  
Time: The Great Equalizer 

“Dost though love life, then do not squander time, for that is the stuff life is made of.” 

~ Benjamin Franklin   

 

The phrase ‘time management’ has become one of the most oft-repeated phrases of 

our society.  Almost everyone thinks they need to improve their time management 

skills.  The problem is that most people aren’t even examining what the real issue is.  

Instead, the average person will blame time itself.  Think I am kidding?  Let me 

demonstrate.   

 

When I attend a social or business function and people 

discover that I am a productivity expert, the topic often 

turns to ‘time management.’ Many people will invariably 

say some version of, “I don’t have any time.” To which I 

then usually reply, “Actually, you have the same 24 hours 

in your day that every other human being has.  What 

you’re really telling me is that you don’t like the way you 

are spending your time, or you have not been able to 

prioritize your tasks to maximize that 24 hours.” I usually 

get a long pause, and then if the person ‘gets it,’ he or she 

will have a small epiphany and reply, “Yes, that’s it! I 

wish I were managing my time better.  I’m feeling out of balance.”  
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The reason that this common time management description irks me so much is that it 

essentially gives the person an excuse by blaming time itself, when the real issue 

generally lies with the person.  While there may be some real issues involved that 

cause a person to get into a time management jam, it is also often the person’s lack of 

planning, procrastination, and failure to adequately prioritize that causes the time 

crunch.   

 

People are not overwhelmed with time itself, but with what they fill that time with – 

all of the tasks and responsibilities that make up their busy schedules.  That 

overwhelmed feeling is a lack of control over the passing of time.  And that would 

actually be correct because no matter how hard you try, you cannot control the 

passing of time. 

 

No matter how organized you are and how much you plan 

ahead, the reality of life steps in.  Good time management 

techniques are in place so that when life throws you a 

curve ball, you can hit it and get back on base.  You need 

techniques to put your plans into action so that you can 

avoid, to the extent possible, the time crunches that can 

come between you and your best life. 

 

The phrase “time management” is itself an oxymoron.  You can’t manage time, only 

what you choose to do with it.  I often tell my clients that if I could invent a time 

machine and give them all a 25th hour in the day, I would.  But until that amazing feat 

occurs (be patient, I’m working on it), we are all left on even playing field. 
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Indeed, time is the great equalizer.  As Denis Waitley puts it, “Time is an equal 

opportunity employer.  Each human being has exactly the same number of hours and 

minutes each day.  Rich people can’t buy more hours.  Scientists can’t invent new 

minutes.  And you can’t save time to spend it on another day.” Wise words. 

 

Another phrase that I often hear is “Time is money.” This is actually a bit of a loaded 

topic for me.  As a former practicing attorney, I am all too familiar with what it means 

to sell your time as a commodity.  You are essentially selling your time (i.e., your life) 

in six-minute increments.  The only valuable time is billable time.  The decision to 

spend time doing anything other than billable work must be justified.  It’s no wonder 

that chief among a host of reasons for the high dissatisfaction among lawyers is the 

pressure of high billable-hours requirements in large firms, which leads to a serious 

lack of life-work balance.   

 

Time isn’t money – time is life itself.  No amount of money in the world can buy a 

minute or an hour.  That moment that just passed while you were reading that last 

sentence is now gone forever.  To me, that is more of a motivator than money.  I can 

make another dollar in my lifetime, but I can’t get back that moment.  However, 

because time is so forgiving, I can start over each day, hoping to live it to the fullest 

and use all of its 24 hours in the best way possible. 

 

So let the connection between time and life itself be the impetus you need for 

managing your time better.   
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DECIDE® Exercise – Time Management Assessment 

 

What is your motivation for wanting to be a better time manager, or find more time, as 

most people say they want to do? 

 

 

 

 

 

What are you willing to give up, or say no to, in order to carve out more time for what 

you do want in your life? 

 

 

 

 

How much time are you spending on activities now?  Do you really know?  If not, create 

a Time Journal.  This is where you record all of your activities by category, adding 

how long you spent on each task.  It is a similar exercise to a food journal in a weight 

loss program, or a spending journal when creating a budget.  Do not judge yourself as 

you record your activities and how long they take.  Go back and look at how long tasks 

realistically take, as opposed to how long you thought they would take.  Knowledge is 

power! A Time Journal can help you see where your time is being spent, and guide you 

in making tough decisions about what to change. 



DECIDE® Step 5: Dedicate 

51 | Page  ©2013 |  Lisa Montanaro Global Enterprises, LLC   |   www.LisaMontanaro.com   |   530.564.4181 

DECIDE® Step 6: Enjoy 

“He who does not get fun and enjoyment out of everyday…  

needs to reorganize his life.” 

 ~ George Matthew Adams 

 

In this chapter, we will focus on the last step, Enjoy.  Think of Enjoy as the light at the 

end of the tunnel.  This is the time to bask in your newly organized systems, and enjoy 

the fruits of your labor.  There is a reason why I use the phrase, DECIDE® to be 

Organized: An Empowering Process for Change.  Being organized brings positive 

benefits, and a sense of empowerment.  There is something inherently optimistic about 

creating a clean slate, with the old wiped away and the new waiting to begin.  The 

sorting, streamlining, and implementing that are a part of the organizing process are a 

tangible expression of that renewal.  When our homes and offices feel under control, life 

feels more so, too. 

 

As with any personal or professional development process, there must be some type of 

reward or benefit waiting for you at the end of the 

process to render the work and self-discipline of the 

process worthwhile.  So, let’s look at some of the 

benefits of getting organized.  See if any of these can 

serve as your dangling carrot.  Only with your own 

version of the pot of gold waiting at the end of the 

rainbow will you be able to effectively change your 

thinking from “I can’t because” to “I will because I want to…” 
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Enjoy More Time 

 

Being organized saves time in the long run.  Many people focus only on the time it takes 

to get organized—the catching up from the backlog of mental and physical clutter, and 

the ongoing maintenance involved.  Everything else appears to be a higher priority, but 

being organized will free up time for you to focus on your other priorities.  Once 

organized, you will save time lost searching for things, and time lost to lack of 

scheduling and planning ahead.  Remember, once organized, it should only take 

approximately 15 minutes per day to maintain systems.  Those odds are very much in 

your favor.  You will enjoy more time to focus on what you really want to accomplish, 

whether that is work related, self-time, or family time.   

 

Enjoy More Space  

 

Generally, the organizing process will open up some 

physical space in your home or office, making room to 

enjoy the things you love even more, or to acquire new 

items instead.  If you still have some clutter, opening up 

space will provide extra room needed to store that clutter.  

In some cases, you can open up space and fill it with 

nothing, enjoying room to breathe.   
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Enjoy Better Health 

 

Being organized improves your health, decreases your stress, and frees up your mind.  

Most people operate better in orderly surroundings.  This is certainly the case from a 

psychological standpoint, as clutter can serve as a negative energy drain.  And, in 

extreme cases, clutter can cause physical accidents.  Get organized and live longer!        

 

Enjoy Better Relationships and Reputation 

 

Being organized can improve relationships and your 

reputation.  You will be more productive at work, 

which will translate into returning phone calls and 

emails quicker, showing up for meetings on time, etc.  

When you are organized in the workplace, you 

project a professional put-together image that people 

trust and are attracted to.  At home, many families 

have disagreements that stem from disorganized systems and habits in the home.  

Therefore, getting organized almost always improves your family life.  In addition, if you 

are more productive at work, you may be able to leave on time, thus enjoying more time 

with your family.   
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Save Money  

 

Being organized will save you money, which is a nice bonus in this tight economy.  You 

will save money by not buying duplicates of things you already have (a common problem 

among disorganized clients), and by selling or donating items that are not being used 

(by making cash or getting a tax deduction).  Often, you will find checks that have not 

been cashed (I can’t begin to tell you how much money I have found for my clients – 

thousands!).  You will avoid having to throw things away that were not properly stored.  

You will pay your bills on time, thus avoiding late fees.  You will be able to find your gift 

cards, gift certificates and coupons before they expire.  And usually, in a work setting, 

increased productivity directly leads to more profit.     
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DECIDE® Exercise – Take Stock! 

 

What did you gain from going through the DECIDE® process? 

 

 

 

 

 

 

What will you now Enjoy?  List any benefits, gains, and changes here so that you don’t 

lose sight of them! 
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Congratulations - You Did It! 

 

Give yourself a hand.  You just completed the DECIDE® organizing journey.  While you 

may never be “perfectly organized” (can anyone, really?), you can continue to use the 

DECIDE® process to make your home, work, and life function smoother.  This will 

enable you, in turn, to achieve the bigger, more meaningful goals you are reaching for.  

What will be your reward for getting organized?  Figure out what it is that you want to 

Enjoy, and then get ready for new opportunities and experiences to enter your life.   

 

Wishing you continued success in your organizing endeavors! 

 

 

Lisa Montanaro 

Productivity Consultant, Success Coach, Business Strategist, Speaker, Author 
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