Simplify Your Lifestyle

Hello, my friend!
Envision comes home at the end of a busy day and thinks, "Ah, here's the place where I
belong - this is home!"

Envision getting ready for a fresh new day and being able to find what you need, when
you need it. Everything has a 'home'! And, you’re out the door on time.

Most people I coach want to be organized, but just aren't sure where to start or how to
start. Most have limited time to invest in this process., or simply don't know how to
start. Many are simply trying to get quick results, but that turns to frustration because in
order to make lasting changes in behavior you need to make the hard decisions along
with being consistent.

Sound familiar to you? you're not alone. This does not have to be your life. not anymore!

This guide outlines the Simple 8-step to Declutter your lifestyle. This guidebook can be
used to organize just about anything & everything in your life and make it last for more
than just a weekend.

Whether you're organizing your home - office - studio, paperwork, or a simple junk
drawer, the process is the same. So pick an organizing priority, apply the SIMPLIFY
YOUR LIFESTYLE process and you'll be well on your way to creating the beautiful,
tranquil, and organized lifestyle you have envisioned.

Take your first simple step to Peace of Mind!
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Simplify Your Lifestyle

First Three Steps . . . These are a must!
1. Analyze: Take a day to take stock of your current situation by defining where
you are, where you want to be, what are your barriers, and why it's essential to get
there.
2. Strategize: Create a plan of action, mind map, vision board whichever tool will
help the physical transformation of your spaces, including a realistic schedule
and deadlines for making your goals happen.
3. Attack: Methodically dive into the clutter, categorizing and arranging items to
reflect the way you have envisioned your space, making sure you see visible,
dramatic results as you progress on your journey. Even the smallest moves have
huge results.
Once you are done with the above process, you will have a new view of your organizing
journey. You are about to step into enjoying the freedom of an organized lifestyle
forever.

Order is Design
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Second Step
What’s holding you back?
Over the years of working with a diverse community of clients, the number one barrier is
making decisions, then some don’t know where to start, and finally, the ones that
struggle the most, those who hang onto items because of sentimental or emotional
attachment.
Once, the client faces their fear make that first decision, step intentionally towards
knowing where to start and let go of those items that serve no purpose in their lives
anymore. It’s amazing how their lives start to transform into a place of a “nothing is
going to hold me back” mindset.
1. Decisions - You must be willing to do what it takes to create the life you want to
enjoy. If you don’t make an intentional decision, then you’ve already made one
decision to not succeed. If you want to change your life, then you must change
what you are doing.
2. Don’t know how to start - When you’re overwhelmed by the mess, an easy
place to start is the bathroom and the kitchen pantry. They’re the smallest rooms
in the house, and you need quick results which drive the motivation to continue.
3. Emotional & Sentimental attachment - When evaluating an item, ask
yourself: What precisely am I sentimental about? Chances are it’s not the object
itself but its association with a person, place, or time. You can retain that memory
without a physical object to remind you. However, if you truly love the object
then it is not clutter!
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Third Step
The PLACE formula
P - PLAN YOUR CATEGORIES everything you pull out of closets, drawers,
cabinets, etc put into categories that have a purpose for the space.
L - LET GO here is where the decisions are made: keep, toss, donate, and
sell have the appropriate boxes labeled when completing this task.
A - ASSIGN A SPACE to make intentional decisions about what to keep and
do you have the space and place for them. I apply the “One in One out”
rule, whatever I bring into the spaces something has to leave.
C - CONTAINERIZE clear or color-coded containers that make it easy to
keep your items separated within their homes, so retrieval is a pleasure.
E - EVALUATE that in about 2 weeks you can evaluate your progress and
follow up on any items you weren’t ready to make a decision about earlier.
I have always used the PLACE formula while coaching organizations, it’s
always made sense in reference to redesigning a home, office, or any
space- redesign means: to revise in appearance, function, or content.
Everyone wants to have their own PLACE a space that reflects who they
are, and what their passions and dreams may be.

PLAN YOUR ZONES
When I do my first walkthrough I carry my project notebook and first, take notes of the
huge obstacles in every space, I use a number on a scale from 1 to 10 (10 being the worst)
for the amount of clutter in spaces. I make a quick sketch of the layout of the home - I
assign numbers to the zones. This also helps when working with clients during the
process, the map of zones helps them to keep purposeful items in their place.
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Example of Zones
ZONE #1 - Kitchen
ZONE #2 - Entryway/Foyer
ZONE #3 - Dining room
ZONE #4 - Living room
ZONE #5 - Bedroom 1
ZONE #6 - Bedroom 2
And so on, if you have small rooms together; like a ½ bath with 2 small bedrooms
across the hall - that could be one zone. Once you walk through the spaces several times,
the zones become visible to you. Start off by labeling each space with a ZONE number to
make the process efficient, along with having a visual plan for ALL involved in the
project.
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Step 1: Analyze
Once you’re hit by the organizing bug, it’s natural to put your hat on, roll up the sleeves
and jump right in to start decluttering . . . Awesome but, Stop!
Here’s the deal . . . Transforming any space, and especially an entire home-office-studio
it takes a bit of planning.
So before you touch a single thing or, worse yet, you run out to the store to stock up on
containers. Gift yourself the time to fully Analyze your priorities.
Ask yourself:
What will be the main function of this space?
Are there other activities that also need to happen in this space?
What do I envision for this space? How do you want it to look or feel?
What is working in this space?
What is not working in this space?
Who’ll be using this space? Do they have special needs to consider?
How much time, resources and energy do I have for this project?
Do I need an extra pair of hands to help me with this project?
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Continued ... Step 1 Analyze
Write down your answers. Create a Vision Board. Do whatever it takes to get clarity on
your goals and vision. The more detailed your image, the easier it will be to make
decisions as you move through this process to bring your vision to life. Have Fun!
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Step 2: Pick Your Priority
Pick a specific, manageable place to start rather than trying to tackle everything all at
once. Making a decision about exactly where to start can be overwhelming - especially
when the entire house, office, or space looks like a tremendous job!
If this is you - think about the space that drives you to feel guilty, lazy, and embarrassed
about yourself - a space that if you complete it you know how it will empower you to
continue. That’s the Priority Place to start.
Ask yourself, what one area if organized and tidy right now, would simplify your life
today? That’s your sweet spot to start.
Areas to consider:
● A specific location ( kitchen, bedroom, closet, etc)
● A specific category (clothes, toys, paper, etc.)
● A specific task (paying bills, paperwork, schoolwork, etc.)
Narrow your choice even further:
● Start with a certain section of the room (I work Top-to-Bottom/Left-to-Right)
● Start with a single drawer, shelf, kitchen counter, etc.
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Continued . . . Step 2 Pick Your Priority
Pick your priority space - envision how it would look, feel and reflect you
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Step 3: Let It Go
Now, is the time to get your Purge On!
Grab a box of garbage bags, boxes, bins, or totes, and GO THROUGH EVERYTHING in
the space.
Pull out all:
●
●
●
●

Trash (including recycling/shredding)
Items to donate or sell
Store items to be returned to family & friends in totes or boxes
Items that don’t function with purpose in the space you’re working in belong in a
new ‘assigned home’ in your house.

I understand the many reasons why it can be difficult to let your clutter go: you spent a
lot of money on it, some of it is in great shape, it may come back in style, your kids may
want this, your only aunt on my father’s side of the family gave it to you….and so on.
All statements are true. But these aren’t the best reasons to hold on to clutter. To make
thoughtful decisions, simply go back to the vision board you created in Step 1 and let
your vision guide your decisions to Peace of Mind!
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Continued … Step 3 Let It Go
To keep? To sell? To donate? To purge? Ask yourself these questions to make decisions:
●
●
●
●
●

Does owning this item serve a purpose in my life right now?
Does it fit with the vision I have for this space?
Do I need it? Do I use it? Do I love it? Does it bring me…. joy?
What’s the worst thing that can happen if I let it go?
Can I live without it?
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Step 4: Plan Your Categories
The next step is to categorize everything that’s left into logical groups. Exactly what
those categories should be will depend on what space you’re organizing and how you
will use the space.
At this point, think of broad categories, you can always subdivide a group later on. For
example; books can be subdivided into: READ/NOT READ - FICTION/NON-FICTION PERSONAL/BUSINESS - ETC.
This is where I lose some of my clients, they get bogged down with questions they ask
themselves like: what do I do with this? Where should I put this? I need to deal with this
right away - now! Omgosh…I quit!
Here’s a Professional Tip on how to make this step faster & stress-free
Simply sort your stuff like your space is a kindergarten classroom - ever notice how a
preschool/kindergarten classroom is organized and sorted into categories? Quickly
place each item into a group of related items with no questions about the item, and keep
going until EVERYTHING is sorted into categories. Coming up with a strategy for the
space doesn’t happen until you get the items sorted.
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Continued …. Step 4 Plan Your Categories
Here are some suggestions on how to group items together:
● Buy type (paperwork, office supplies, toiletries, keepsake, kids, etc.)
● By activity/event (entertaining, sports, holiday, bill paying, baking, etc)
● By person (individual, family member, kids vs adults, friends, etc)
Before moving on, take a look at each category. Do you have duplicates? Any old,
broken, worn-out, never-used items? Then let them go . . .
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Step 5: Secluded Storage
This simple concept will make a huge difference! Are you ready? Here it is: store all
items you rarely use in secluded places.
Take a look at each group you created in Step 4 - Are there any items that aren’t used
very often? Items like: Once-a-year items, turkey roaster, ski clothes, holiday
decorations, etc.
When choosing a ‘home’ for everything, these items should not be placed back into
the prime real estate of the storage area.
Here are some ideas for some secluded storage locations:
●
●
●
●
●

Upper cabinets that are difficult to reach
Lower cabinets that have those useless spaces under the corner counters
Shelving or cabinets in the garage
Guest room closets/Extra linen closet-use nice/pretty containers
Basement or attics
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Continued …. Step 5 Secluded Storage
Professional Note: organizing is not a one & done process. Routines and life need
naturally change throughout the year, especially seasonally. Go ahead and move your
stuff around too, if necessary. Remake those kitchen cabinets to get ready for holiday
baking, what do you need most often right now in your linen closets; beach towels or
heavy blankets? In other words, continue to move off-season items into secluded storage
areas, and the new-needed items into the prime real estate storage areas.
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Step 6: Assign a Space
The next step is to assign a home for all your created categories.
What you simply don’t want to do is put everything back where it had been or wherever
you can find a spot. Your space may look great, but that’s only a small portion of what
we’re trying to accomplish - which is to create efficient, purposeful, and functional
systems that facilitate ~ Your goals. Your vision. Your lifestyle.
What you simply do want to do is go back and review the analysis you did in Step 1 - Use
this information to help make decisions about what items go to what assigned home.
Here are a few guidelines to help:
●
●
●
●
●
●

Keep like items together
Keep items closest to where they will be used
Consider the weight of items to be sure it’s easy to grab
Consider safety - keep sharp objects, medicines/poisons away from kids & pets
Keep essential habits in mind
Create zones throughout your spaces (makes assign-a-home map)
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Continued …. Step 6 Assign a Space
Here are some typical zones:
●
●
●
●
●
●
●

Kitchen zones (food prep, food storage, baking, coffee station)
Home maintenance zone (batteries, light bulbs, small tools)
Communication Center (incoming mail, bill paying, family calendar)
Entertain zone (serving dishes, party supplies, special linen)
Seasonal zone (holiday decor, off-season clothing, sporting equipment)
Travel zone (luggage, garment bags, travel toiletries, travel essentials)
Create your list here below
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Step 7: Containerize
Now is the time you’ve been waiting for - Time to pick the containers
Have you noticed, how this step comes last - not first! I cannot tell you how
many clients I met with one the first session had an abundance of totes, bins, and
containers they bought the day before I arrived, and we maybe used ONE. Why is this
step last?
It’s important to decide: What am I keeping? How much of what I’m keeping do I
have? Can I share it? Where am I going to keep it? Can it be grouped with other items?
How much space will it take up? How often do I need to access the item? Only when you
have made decisions in Steps 1-6 is it possible to pick the right container to meet your
needs.
Here are a few tips for picking the right containers:
●
●
●
●
●

Think function over form. Pretty is no good if doesn’t fit the need.
Shop from your home before ‘shopping’ - Placement over Purchase.
Measure carefully first - if you need to go shopping.
Choose bins with no lids placed in drop zones (laundry, mail, toys)
Choose one brand - this way they nestle and stack nicely.
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Continued …. Step 7 Containerize
Keep a list of websites, and stores with prices & measurements
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Step 8: Evaluate

Congratulations . . . You did it!
The process of getting organized isn’t always easy or fun. It’s hard to find the time. And,
when you do have a few spare minutes who wants to spend that time going through your
clutter - that’s why it’s important to include it on your weekly schedule while making
decision after decision after decision.
Well, you did . . .
Take some time to step back, take a walk through the spaces to admire the progress you
made, give yourself a high five along with doing something special for yourself for all
your hard work. Perform a Walk-Through about 2 weeks after you complete the
8-simple steps, evaluate the systems you put in place, and make sure they still serve the
purpose of the space.

Pro Tip: While everything is fresh on your mind, think back to the Steps you just
followed - make notes about any of your Aha moments! And ideas you had along the
journey. Use these when analyzing your next space to organize.
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One Final Note . . .
I hope you found this Guidebook helpful and that you may feel at ease and equipped
with the tools to tackle another organizing project you would like to tackle.
If those overwhelmed feelings begin to come back and you begin to convince yourself
that this organizing stuff won’t work for you - that you are not an organized person simply take a deep breath - go back to Step 1 - repeat the journey.
One simple step!
At a time . . .

I believe in you!
Why? You might be asking, because if you downloaded this guidebook that’s the most
important step to take … the first baby step towards being clutter-free!
Peace ♥ Harmony

Cheryl
Pssst… Do you have friends or family who would find these SIMPLE 8 STEPS to being
clutter free helpful?
Have them SIMPLY

Visit Me: My Lifestyle by Design blog

@ www.envision-designs.com
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Notes:
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