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			Dedication

			This book is dedicated to my husband Jim without whom I would be drowned in clutter.

			Chapter 1- Getting By On the Basics

			A clutter-free home makes it easy to host unexpected guests. To give your home a fresh look, buy new furniture every once in a while and give your home a spacious, appealing look. The thing is that keeping a home neat, tidy, and clutter-free can be a difficult task. Read on to find out the main ways that you can cut down on clutter.

			Use Those Nooks and Crannies!

			Every room in your home has corners. Use these corners for tucking away pieces of furniture that don’t need to be cluttering up the middle of your room—miscellaneous pieces of décor work well as exotic statements when placed in a corner. In living rooms, tuck away remote baskets and magazine stacks. If it’s your bedroom that needs to be cleaned out, utilize the corners by moving your wastebaskets, extra chairs, or shoe racks that are taking up space. But this strategy doesn’t apply to only corners—make use of every little space you can. If magazine stacks seem tacky in a corner, slide them under your coffee table. Vase and teapot collections can decorate the tops of the cabinets in your kitchen rather than take up space on the counters.
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			Buy Baskets

			Baskets are often overlooked and sometimes seem to take up more space than they save—but that’s not the case! The remotes scattered across your coffee table can easily be organized in a basket and hidden behind the couch. Old books can also be tucked into baskets. The plants that you have haphazardly strewn across your porch can even be replanted in baskets and dangled from the roof of your porch. Smaller baskets can do the trick too—a basket here and there throughout your study makes it easy to find a place for the pens and pencils that are always rolling around on the floor. Magnetic baskets in your bathroom help you keep your shampoo and shower gel bottles organized. The key is to make the most of baskets in your home.

			Think Through Purchases

			Items on sale are meant to catch your eye when you walk through the door of a store. But as gorgeous, sophisticated, and elegant as those items may look, they’re only adding to the clutter in your home. Before you decide to buy anything, analyze your purchase. Where exactly are you going to put this piece of furniture in your home? Which room would this look good in? Are you going to have to remove another item in order to find space for this one? And if you plan on gifting it to somebody, do you have a specific person in mind? A second thought can radically change your shopping impulses and allow you to have a clutter-free home.

			Be Organized!

			Organization is the simplest trick in the book and yet it is often overlooked. Each and every object you own should have a special place in your home, where it’s placed while it’s not being used. If you see something where it shouldn’t be, pick it up and return it to its spot. Create a chart for seasonal clothing—to avoid bulging drawers and closets, keep the sweaters packed away in the basement until wintertime rolls around, and then fold your tank-tops and shorts and put them where your sweaters and long pants were.

			Leave notes on your fridge if it helps—simple sentences about donating old clothes to Goodwill can help you stay organized and get rid of the clutter surrounding your home. Another simple way to stay organized is by setting the atmosphere of each room. If your dining room has a few oriental pieces, let its theme revolve around oriental décor. Make your bathroom blue-and-green, and give your kitchen a dark, polished feel. This way, items that look out of place with your theme can be removed and replaced if necessary. Keep each room organized, with its own atmosphere, so odd items don’t find their way into your home.

			Free Up Your Budget

			Even though spending money isn’t exactly on your to-do list, it can help with cleaning out your home. Spend money on quality items that can improve your home and help you maintain its beauty instead of spending money on outrageously priced items, be a smart shopper and purchase important pieces such as various baskets and other tools that can help you organize. Be ready to spend more money on improving your home, and even if that costs you the horrendously expensive antique chair that takes up too much room in your living room, so be it. If reluctance is still kicking in, define your goal—why are you freeing up your budget? What are you spending money on? These should only be items of quality, and by questioning your purchases and allowing more money for quality merchandise, you’ll be able to keep your home neat and gorgeous.

			Chapter 2- The Reasons Why People Allow Clutter To Build Up

			In our fast paced society we are busy running about all day getting the job done and at the end of it all we simply want to go home and relax. The challenge is that when we go home we are faced with another set of tasks before we can go to bed. It may be that laundry is waiting to be folded and stored away or a pile of dishes may be in the sink. Whatever the case at that time the level of exhaustion is more prevalent than anything else.

			This process is a never ending cycle, happening from one day to the next until it comes to a point where it you struggle to do it or simply ignore the situation. This is when the buildup of clutter occurs. The question is why we allow this to happen.

			Quite a number of authorities on the subject including psychologists and doctors have made the attempt to answer that question. The interesting thing is that, though they agreed in some areas, they did not in others. The main points that they agreed on was the fact that the individual that clutters has become a bit too attached to the items. It may even be that they made too many purchases and just end up being overwhelmed or they simply do not care about the clutter buildup. Bear in mind that not every individual cares about being neat. The presence of clutter can have an effect on a relationship as well as ones economic situation and health.
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			One of the main reasons that clutter occurs is because it tends to happen over a period of time. It is never a case where you go to bed one night and wake up the next morning and see a pile of things. It might even be a situation where things have gotten slightly out of control and you simply have no idea of how to tackle the situation and you simply leave things as they are. The challenge with that option is that it is only going to make things worse.

			To prevent the buildup of clutter you have to be decisive about the situation. Start getting rid of things that really do not need to be there like old tax forms and other receipts. Also get rid of things that you cannot use anymore like spices that you have had for over a year or make up. When you start doing this you will be shocked to discover that you will not only have cleaner surroundings but feel better as well.

			One other reason that has been attributed to clutter is the process of grieving. It is just that some of the things that are in the house adding to the clutter pile serve as a reminder of better times. It may be a reminder of someone that is no longer a part of your life due to separation, death or some other circumstance or it may be a reminder of better days. At times it can be a fear of losing contact with the past and of moving forward.

			One of the primary reasons for clutter is that we purchase too many things. When things are bought in bulk better deals are received so that is what is done. The thing is that the home may not have the sufficient space to store all these items and then the good buy suddenly becomes clutter. The boxes will continue to pile up in the garage, the bedroom, the living room and eventually fill up the entire house. It may even be that a new hobby is started and all the things are bought at once to sustain that hobby.

			As it pertains to shopping, the latest trends in shoes and clothes have to be bought and so do the latest gadgets. Most persons are of the opinion that having more is not a problem as it can only make you happier. If the more turns to clutter then it has the opposite effect.

			At times clutter tends to build up as the individual simply lacks the knowhow to keep things in order. There are quite a number of ways to get that mess organized one way being to make use of closet organizers and storage drawers.

			There are other individuals that don’t throw anything away as they think it will have some value in the future or that someone else could find it beneficial in the future. Some of the items might even be able to be repurposed at a later date. It simply cannot be parted with.

			There can also be major changes in an individual’s life which can cause clutter. It might be the birth of a baby, the death of someone, a marriage or a job transfer. Marriage for example not only causes the union of two people in love but also brings more furniture, crockery, and electronics and so on into the mix. If someone has passed away they may have left an inheritance which could be anything from furniture to clothes to other memorabilia. It takes a strong willed, clear thinking individual to keep the surroundings free of clutter.

			Last but not least, there can be a buildup of clutter due to the lack of interest of the individual. As mentioned beforehand, some persons simply do not care if where they are is cluttered. They can tolerate the mess quite well and see no need to do anything about it. It simply is a way of life for them.

			Clutter occurs because there are items which are no longer wanted or no longer in use and no one is making the move to get rid of them. This clutter can trigger the onset of stress and foster an unhealthy lifestyle. It also causes the individual to feel as if they have lost control. When there is clutter, it is an indication that change needs to occur.

			Chapter 3- How To Get Rid of the Clutter

			One thing that certainly does not apply to clutter is that more is better. Most of the homes tend to be larger than they were before and in spite of this the attic; garage and basement in numerous homes tend to be filled with a lot of junk that is not of any use to anyone. Have you ever had the experience where you have gone into someone’s home and see a whole pile of clutter? Have you ever had to step over a lot of things just to make it to the couch? Or you might just have a space in the living room that is filled with clutter and you have to make the decision to get the clutter sorted and clean things up. Bear in mind that according to the National Soap and Detergent Association approximately forty percent of work that persons do in the home, clutter would be nonexistent.
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			At this point you should be inclined to declutter, thinking of ways to go about doing it. It does not really matter where you start the process, but more so your method and approach, considering the actual clutter in specifics. There are actually three main types of clutter that people hold. One being “memory” clutter, the things people hold onto because they have a connection to something of the past, whether it be a person or special occasion.

			Souvenirs are great keep sakes, but most of the time people just have way too much. Secondly, you have the “just-in-case: clutter, the junk people hoard because they feel that they may need it one day. This type of clutter will be expounded upon some more a little later when we discuss the key decisions in the act of decluttering. Third and finally, there is the “lazy clutter”, which is due mostly to laziness and negligence. This is usually the easiest to handle so it’s often the clutter you would want to start with.

			Chances are the longer it’s been the faster you need to toss it. You also should consider how useful it is or has been to you. However, don’t use this as an opportunity to go out of the way with the “just in case” thinking and make useless excuses to hold onto it. A few more questions to ponder are “does it still work?”, “does it contain relevant information?”, and “do I actually like it”. The last question being more important than it sounds and alludes to the possibility that you are holding onto things that were given to you but you don’t like them and have no need or use for them.

			When making decisions on decluttering, there are many key questions to ask yourself. In addition to forming an attitude of letting go of what you don’t need, you should ask yourself these questions in regard to particular items, especially those fitting in the first two categories we went over, the “memory” clutter and the “just-in-case” clutter. To start, one important question to ask for an item is “how long has it been since I’ve last used it?”

			Now we move on to actual ways to declutter. First we begin with the concept of sorting. This is essential in the decluttering process as it’s what you’re doing most of the time, especially with questions we went over. Go through everything in a group or pile at a time, especially papers since that is a common source of clutter. Be sure to keep a trash bag at hand to throw things away, since the trash is your good friend during these periods. Next we have the list. Create a list of areas of your home to declutter and begin with the easiest.

			Ideal areas include drawers, closets, or the garage. Many homes have so much clutter in the garage that it’s not possible to even fit a car or two in there, which is the main purpose right? The list can be built around a schedule or a length of time set for your convenience and availability. In addition to these two ways you can also take a more creative route, especially a game. This method is good especially if you can get your family or the rest of your household involved. One idea is the 10-10-10 challenge.

			By following this you will remove or organize 30 items in the household. Simply broken down that is 10 items to throw away, 10 items to donate, and 10 items being organized into their proper location. As far as the challenge you can play with the numbers in your own way, making it 12 or 15 instead of 10, for example. Lastly, you have the good old garage sale. You can organize a garage sale while decluttering and straightening your home.

			Once you’ve done some cleaning and sorting you’d want to keep things in order so you won’t have to go through the process again, at least very soon. Here are some tips to keep some organization and avoid accumulating more clutter:

			1) Schedule regular cleanings. Stay consistent in maintaining organization.

			2) Keep desks clear. It’s real easy to accumulate papers and clutter on desks. If the desk is a station of work for you it’s in your best interest to keep this as clear as possible.

			3) Keep a well organized file cabinet. As mentioned before, paper is a common source of clutter so you should have a file cabinet, organized alphabetically for important documents or even mail. You can make immediate decisions on whether something is worth keeping.

			After days of stepping or tripping over clutter in route to the computer or kitchen the decision to declutter is well worth it. You’ll waste less time looking for items you need.

			Chapter 4- The Process of Getting Rid of the Clutter Once and For All

			It seems like clutter has become a part of daily life for many individuals. Part of living and working in a world that never takes a break is that there is less time for taking care of things such as getting rid of clutter. Most people never really unplug and get away from the e-mails and the cell phones long enough to reaffirm control over their personal lives. Unfortunately, the entire process becomes a rather vicious cycle. The more time you spend at work and the more tasks you try to take on, the more something else will suffer. There are only so many hours in the day. It is impossible to accomplish each and every task. You are simply putting too much stress on yourself if you try to be perfect at everything all the time.

			For many people, this never-ending cycle of work, work, and more work is done out of necessity. It is harder than ever for families to make enough money to make ends meet these days, and it is often necessary for everyone to take on extra hours at work to keep the family’s finances in order. Many families are in such dire situations that individuals are working two or even three jobs. When you are spending that much time merely providing for your family, you run out of time for other things, such as doing daily chores.

			There are many ways that families can declutter their homes and streamline the process. There are a variety of ways to accomplish this task, so you can decide on the method that works best for you. These methods of decluttering work well for your home or office, and once the task is accomplished you will be surprised how much more control you feel you have over your life.

			The first thing you should consider when you are trying to declutter your personal space is to prioritize. Take into account the amount of time that you have to spend on the decluttering process and then decide which items are important to you that you will likely want to keep. Separate those objects into one section and then get rid of the objects that you do not want to keep. You can donate those items and feel good that you are helping others who are in need. Anything that you donate is considered tax deductible, so you are helping yourself can save some money in the process.

			Once you have decided on the items that you want to keep, decide what you want to do with them. This is an important step in getting rid of clutter. It can sometimes be rather difficult to part with objects that you have held onto for years, even when you haven’t used those objects for some time. In many cases you may have even forgotten that you own some of these items, yet you may still have trouble parting with them.

			Once you have donated some of your items that you are certain you do not want to keep, it is easier to take stock of what you have left. Do not just assume that you must keep all of these items simply because they were not donated with your other possessions. Now that you have the opportunity to see what you have left, you can make an honest assessment of the need to keep these items. A good rule of thumb to follow is that if you have not used the item in a year or more, then it is time for it to go. Try to avoid being overly sentimental about your possessions when you are taking a second look around. If you haven’t needed that item in the last year, the chances that you will need it any time soon are slim. Go ahead and donate it. Once it is out of your sight, you are unlikely to miss it.

			When you have separated the possessions that you know you will actually use, it will be much easier for you to find a place to keep them. The easiest way to keep everything in its place is to make sure that you have more storage space than you have items to be stored. You should find that it is much less troublesome to put things away when you do not have so many things. Try not to get overwhelmed.

			Take the decluttering projects one room at a time, and congratulate yourself on a job well done once you have completed each room. If you are suffering from severe clutter issues, or you only have a little time to devote to your decluttering efforts throughout the week, you can break each room down into sections and then focus on that particular section until you have it the way you want it. Once you are happy with that section of the room, move on to the next section. If you keep at it, you can have a room that is free from clutter in a relatively short period of time, even when you are busy beyond your worst nightmares and feel like you really don’t have any time to devote to cleaning up.

			If you find that you simply cannot devote any time whatsoever to decluttering your space, you have the option of hiring someone else to do it. This does not necessarily always translate to spending a lot of money. You can often find someone in your neighborhood that is willing to help you declutter your home for a reasonable fee. Of course, you could always choose to go all out and hire professionals to do the cleaning. In this case, you will spend more money, but you can usually go from cluttered to clean and perfectly neat in one afternoon.

			Once you have everything cleaned up, it is important to make sure things stay in order so you are not faced with having to declutter things again anytime soon. Making a few economical purchases such as stylish storage bins that you can move around to fit your needs is a good idea. You will likely discover that you can easily find a place to store your items and keep your personal space neat and free from clutter.

			Chapter 5- Decorating the Back Yard the Right Way So You Don’t End Up Cluttering

			Despite claims to the contrary, you don’t have to spend a fortune on backyard décor. Whether you want your backyard to be an entertaining space for guests or a relaxing spot to unwind after a long day, here are several budget-friendly backyard décor ideas that won’t break the bank.
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			Re-Purpose your Holiday Lights

			If you have a lot of leftover holiday lights, consider using them as a source of backyard lighting. Rather than spending a ton of money on wired spotlights, string white lights around shrubs, over the patio awning or around your backyard umbrella for a bit of twinkling ambience.

			Tiki torches and solar lights are also inexpensive light sources that will add a warm ambience to your backyard space with very little effort on your part.

			Use Recyclables

			If you recycle glass bottles, consider re-purposing them as backyard decorations. Save a variety of glass bottles in interesting shapes and colors and use them as bud vases to decorate your patio tables. Alternatively, fill glass bottles with sand, pebbles, shells, granite or other colorful accents and use them as tea light holders to give your backyard space a warm ambience during evening get-togethers.

			You don’t have to spend a lot of money to create a beautiful backyard space for entertaining or relaxing. These budget-friendly backyard décor ideas will help you transform your outdoor living space into one you’ll be proud to show off.

			A lot of people will get rid of large items while ignoring the smaller junk that accumulates. Unfortunately, small junk piles up quickly and can cause more problems than most people realize. A smart homeowner should have a large box for every family member. In these boxes, each family member can put items that he or she thinks are necessary. Then, in a few months, the family should go through the boxes and get rid of all of the unnecessary junk. When getting rid of the small stuff, the house will be much easier to go through, and the cleaning process will be easier.

			Some people find that after they clean their house, they do not need all of the extra room. Though it is a drastic measure, it would be smart to move if the house is empty after the family cleans up the mess. With a large house, there will always be the temptation to fill it with junk, with a small apartment the temptation will all but disappear. As a side benefit, a renter or homeowner can save a lot of money when they downsize their house. Of course, downsizing an apartment or house is a drastic measure; though, it is an effective measure.

			When a family decides to keep the house in order, it is necessary for people to encourage each other to stay on top of the clutter. Just like with dieting or exercise, when a family can motivate each other to stay clean, the family will have a greater chance at success. For families with kids, the parents should offer their children an incentive for keeping their rooms clean and organized. For this reason, when wanting to get out of clutter and keep the clutter out, a family should hold each other accountable.

			The process to de-clutter a home will take time. While it will take time to clean a home, it should be easy once a family creates a plan. Ideally, a family should stick together in their plan and clean the home over a weekend or two. Unfortunately, many people, in their quest to remain clutter free, will fail. Just as importantly as cleaning the house the first time around; a family must create a solid long-term plan. When staying on top of cleaning and organization, a family is less likely to run into the same old problems.

			The process of getting rid of clutter does not have to be a challenging one. You can easily get it done with the right planning and the right execution. If things are taken step by step as outlined above, there will be no challenge getting the house in order in record time. The next challenge that will be there is to keep the home from becoming cluttered again. Refrain from purchasing what you do not need and also get rid of things that you are not using. If they are still working donate them and if they don’t throw them in the trash.

			Chapter 6- Declutter Strategies for Managers & Executives

			In today’s business world, successful managers need an edge to get ahead and stay ahead. There is no doubt that most good managers are given a workload that is heavy because they are high performing individuals. Of course, the more that is piled on your desk, the greater the chance of failure in one or many of these assignments.

			It is not surprising that we as managers are continuously given new projects to handle if we have been successful at past endeavors.  The good people that we work for are not always aware of the breaking point, and quite frankly, many don’t care. One argument is that they rely on us to speak up when we reach that point. Many executives want to test the limits of their best managers.

			But what separates the great manager from the good manager are two things. First, the ability to perform at a high level and secondly, to stay organized through the process.  It is not enough to perform at a high level mechanically; managers must also stay organized through it all to ensure tasks and projects are successfully completed.

			A recent study showed that the average executive spends more than an hour a day hunting for files that he or she has misplaced.  In just 2 months, you can lose a week of productivity.  This time is lost due to poor organization skills and lack of an effective approach to managing our personal offices on a daily basis.

			There are positive steps managers can take to overcome this problem.  Once implemented, you will be amazed at how much more productive you become and at ease with your professional life. Being organized can literally turn your career around and give you a tremendous amount of peace.
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			There is no real reason why files should become lost in your office. They become misplaced only because your system of filing and prioritizing them needs improvement. Many managers frequently take the attitude that “I’ll get to it later; I’ll file these when I have time.” And that might be so, but if you wait, the pile gets bigger and the amount of time you spend trying to catch up grows larger.  You eventually reach a point of no return; you become so far behind that you don’t even try to catch up.

			Consider taking a different approach. Remember the old saying “there is a place for everything, and everything in its place?” In order to remain organized you must have a system for treating incoming project and tasks. The “clean desk” approach will allow you to survive and thrive.

			This approach is simply a way of organizing incoming projects and tasks as they hit your desk.  On daily basis these projects and tasks must be recorded and filed.  It is a simple but very effective system that will give you another edge in business.

			The main principle behind the clean desk approach is not to complete tasks as they hit your desk, although you can do that with simple tasks, the main objective is to record, prioritize and/or delegate.

			As projects and tasks hit your desk (and your email inbox for that matter), record them on your electronic task list immediately and then file them in one of 3 places. Projects should go in folders stacked in an organizer on your desk or table. Tasks and other miscellaneous paper related to specific tasks should go in your “action drawer,” (empty out one of your little used drawers for this purpose) and tasks you want to delegate should be given to subordinates but kept on a separate task list to track and not lose sight of.

			Your action drawer contains grouped papers that relate to tasks as you add them to your task list. You may be tempted to throw tasks in the drawer with the intention that you will get to them later, but don’t do it!  The papers may never see the light of day again if you use this approach.

			Project tasks are added to the task list and then filed in the corresponding project folder. Project work is often scheduled on your calendar at the same time to insure you have the proper amount of time allocated to work on the project and meet deadlines.

			The important thing is that all tasks and assignments that come in are immediately recorded on your task lists and filed accordingly – action drawer, project folders, or given to subordinates. This eliminates everything from the top of your desk except the task or project you are working on at that time.

			Under this system you are no longer thinking or worrying about things that you have not yet acted upon. The stack of paper that used to be the source of anxiety is now gone, and along with it the anxiety you felt not knowing what was buried in that stack. When you first implement this system it is not surprising that you will feel a sense of enormous relief. It is a great feeling indeed. It may take some time to get organized initially, but it will be worth it.

			Staying on track with the new system is now a matter of self-discipline. Repetition and practice will reinforce the importance of the clean desk approach, and the longer you stay with it, the easier it will become. Soon the approach will become second nature and you will not miss the old ways and the paper nightmares that go all with them.

			Finally, project management is now easier as all of your projects and tasks are recorded and neatly tucked away until you act on them.  You feel sure that you are not missing anything and you have a full view of your workload. You can now do what you do best – excel at your job!

			About The Author

			Megan Francis knows what it is like to be stuck in a house filled with clutter and not know exactly what to do about it. It was her husband Jim that helped her to find the solution to all of her problems that she encountered with clutter. What she did lean learn from the process is that it does take a bit more than throwing what is not being used in some storage bins and putting them in a corner.

			A lot of planning has to be put into the process and one has to take it room by room and select the color, decor and then select the furniture that you want to have in the room and decide eager everything is being put. The key is to set things up in such a way that there will be little to no chance of letting clutter pile up in the room.

			Megan is aware that it is a challenge for many individuals and uses her text to highlight how easily things can be sorted and kept sorted.
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