Simple Steps to Better Manage
Your Space and Time
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Simple Steps

Clear out the clutter

Be time conscious

Use a calendar or planner
Streamline

Create written reminders
Delegate

Be weary of web time wasters
Take 1 hour a day just for you






Can Clutter be Harmful?

- Clutter creates stress

- Clutter represents
unfinished business

- Time Is wasted looking
for items

- Collecting clutter is a
waste of money

- Clutter can halt
emotional recovery or
growth




Types of Clutter

Aspirational Clutter
Trash

Bargain Clutter
Abundance Clutter
Sentimental Clutter



Aspirational Clutter

- Stuff we buy and keep
because we aspire to be
different than who we
really are.

- Coffee table books
- Sporting equipment




Is it Trash?

Sort things as
keep, trash or
donate.




Is it a Bargain, or is it just Clutter?
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- Buy one get one
free?

" &OAA OCE £C
purchase? N



Abundance Clutter
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- Do large amounts of
products go unused?

- Abundance clutter is a
waste of money and
space.







Easy Steps to Clear Clutter

Avoid piling items on flat surfaces
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Sort, store and label

Directly after using an item, put it back where it
belongs



Be Time Conscious

- Make a schedule on days
that you need to

- Avoid getting behind In
your schedule

- Reserve some days to let
time fly!




Always Keep Your Calendar with You




Multitask when it is Healthy and Safe

Combine similar tasks Not Healthy, Not Safe

Combine exercise
with daily chores




Create Written Reminders

- Keep a notepad with
you

- Use your PDA

- Do not rely on your
memory
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