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#1: No one 
can do it for 
you



 Organize with Confidence: 

Inner Clutter
Outer Clutter



Inner Clutter 



 Putting Routine, 

 Odd tasks

 Continually & Repeatedly Ahead of 

 Such Things As Important,

 Needed, And Time-Effective tasks
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Inner Clutter - 
Action



Other Clutter 





Other Clutter  - Action



Outer Clutter - Time

#2 – you 
control the 
weight it does 
not control 
you





5D
Night Before 



1. Dump

2. Decide

3. Delegate

4. Defer

5. Dock
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Outer Clutter – Time - 
Action



Outer Clutter - Stuff







7 steps to stop feeling 
overwhelmed



7 Steps

1. Get ready



#2 Identify



3. Prioritize

4. Pick a date



7 Steps

5. Get ready to take action



6. Do it



7 Steps

7. Relax/Reward/Repeat
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6. Do it



START™ Method



START™ Method – 

Sort

Toss

Assign a home

Restrict to a container

Take back control



#3 – A 
workout 
doesn’t work 
with a bad 
diet













Outer Clutter – Stuff - 
Action



Outer Clutter – 
Paper



“When was the last time you cleaned off your 
workspace? Each piece of paper on your desk 
will distract your attention about five times a 
day.  The most effective people work from 
clear desks.”







Overhaul Your Files & Finances – Suze Orman
https://www.suzeorman.com/resources/record-ke
eping





Command Center



Tickler File Hanging file 
organizer

Amazon.com





Outer Clutter – Paper 
Action



#4 - Do what 
you need to do 
outside these 
doors



#5 Leave everything on the mat




