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PRAISE FOR REGINA LEEDS


“Making your New Year’s resolutions? If your goal is to finally clear the clutter, One Year to an Organized Life will break the task down week by week.”


—Parade


“The perfect book for anyone wanting to find important papers instantly or have a navigable closet. Full of useful information for everyone, from the person who needs simply to clean a messy desk to the person requiring a whole new approach to life; highly recommended.”


—Library Journal on One Year to an Organized Life


“[Leeds’s] advice is simple, practical, and essential. . . . Calm and empowering, this handy guide is so well thought-out that just leafing through the pages might make you feel more in control.”


—Boston Globe on One Year to an Organized Financial Life


“Readers should find plenty of smart, straightforward and rewarding ways to eliminate chaos from their work lives.”


—Publishers Weekly on One Year to an Organized Work Life


“Leeds covers it all. Week-by-week tasks provide clear, realistic goals for the determined mother-to-be, and some weeks involve simply thinking about organizing or creating routines. The emphasis here is on the difficult choices that have to be made, and the logistics behind making them. Leeds will likely change the thinking of many a would-be parent: being organized is actually far easier than the alternative.”


—Publishers Weekly on One Year to an Organized Life with Baby


“Leeds gets right to the point and offers simple, attainable advice.”


—Library Journal on The 8 Minute Organizer
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For Charlie and all the companion animals who have so generously graced my life.


I am humbled by your ability to love, forgive, and inspire.


Until one has loved an animal a part of one’s soul remains unawakened.


—ANATOLE FRANCE




INTRODUCTION


        Whatever you can do,


        or dream you can, begin it.


        Boldness has genius


        power and magic in it.


            —GOETHE


TAKE A MINUTE TO SEARCH THE INTERNET FOR THE MOST stressful life experiences you can have, and you’ll discover moving on that list, along with death, divorce, major illness, and job loss. I presume you have a move on the horizon and may be dealing with sleepless nights, eating binges, and temper tantrums. Moving causes physical, emotional, and mental upheaval. One minute you’re fine and dandy, living in a house or apartment, and the next, for any number of reasons, you need to change residences. Even a move for positive reasons, such as recent nuptials or a promotion, can strain nerves. Moves that are foisted on us cause off-the-charts stress. As the calendar days fly by, you find yourself feeling exhausted and practicing the fine art of procrastination. I’m here to help. Let’s start with a look at my style of organizing, and then I’ll explain how I structured this book for maximum payoff.


Long before I became a professional organizer, I made two moves in one year. The experience of packing, moving, and unpacking—only to do it all again a few months later—was so traumatic that I decided I would forever keep only what I treasured and loved. Neatly tucking things away in closets, the basement, or the back of the garage simply because I had the space and could delay a decision no longer made sense to me. This philosophy requires me to stop every three to five years and have a “nothing is sacred” weekend during which I donate or toss older items that no longer serve me to make room for the things I currently need. I also want to open space for things I might need in the future. Life is always changing and so should our environments. Everything I own is the right size for the home I currently occupy. Is there one “right size” fits all? Absolutely not! Rightsizing takes into consideration what you literally need for the size of your home, your family, and the obligations you have at your current stage of life. The head of a large corporation and your ninety-year-old aunt have different life demands. They should have different amounts of stuff to meet those demands elegantly and efficiently.


Even if your next move is far in the future, you can use this book to rightsize your home. Every few years it’s great to reassess what we own and see if it’s time to tweak the environment. For example, a few years ago I visited an elderly relative. I noticed that all of my late uncle’s things were still in his room, even though he had been gone for more than a decade. He left no wife or children, just his brothers and sisters. I asked if I could sort through his possessions and see what could be donated to charity or tossed. In the process, I was surprised to find usable items still taking up valuable space. For example another sister, recently deceased, had placed a large stash of disposable razors in a plastic bag labeled with the contents and the date. They were in my uncle’s dresser along with a myriad collection of other bagged and labeled personal items—as if he were on a long trip and would need everything upon his return. It is amazing how loyal we are to stuff that will never again be used. Today when guests come to visit my aunt, they can make themselves comfortable in my late uncle’s old room with closet space, empty drawers, and even a disposable razor for their use. A little organization can go a long way to giving you the livable space you need—so take a step back and consider the things in your home.


Can I stress that point enough, I wonder? You can understand the words and are hopefully touched by my examples, but can you apply them to your situation? It can be tough to look on your possessions with an impartial eye, but you don’t ever want your home to feel stale or staid, do you? You want it to be vibrant and alive, just like you are. You loved your college dorm or first apartment, but it would look odd to have the exact same decor when you’re fifty. You set up your nursery with great love, but your teenager doesn’t even want to see photos of how adorable it was. Time and life march on. We need to keep in step.


The Zen of Organizing


When I was growing up, there were no piles in our home. Everything had its place, and my mother insisted that my father and I return items the second we were done using them—no exceptions. I assumed that everyone lived by the same rules. As a young adult, I didn’t realize that friends cleaned up before you came over for a visit—that their homes weren’t always company ready. And I was lucky to date men as tidy as I was. (There was one exception, but he later served as fodder for my classes, so I’m grateful for his complete lack of organizing skills. Still, in many ways I felt like I was observing someone from another galaxy.)


When I began to organize people for a living, I saw what a challenge organization can be for many people. My clients laid bare their environments with a mix of vulnerability and fearlessness that opened the door to change. They literally let it all hang out. I heard their excuses, their stories, and their reasons for seeking change. I saw their tax returns and folded their underwear. I had thought organizing was a mechanical skill and discovered it has deep psychological and emotional roots. Digging around in someone’s stuff is like reading his or her diary. Organizing another human being is an intimate experience. It’s also a privilege. Over time I noticed that a completed space felt tangibly different from when we started. It felt like the home I knew from my childhood and all the environments I had created as an adult. The change created a subtle shift in energy.


When I decided to write a book, I initially aimed to share my knowledge with those I could never meet in person. But what would I call this book? That shift in energy was a huge part of my approach to organization, and I was at a loss for to how to describe it in a simple, catchy title. One day a client said to me, “Oh, you mean it’s Zen-like.” I knew I had my title (The Zen of Organizing, now out of print), my professional title (the Zen Organizer�), and a name for my style of organizing (Zen Organizing�). Funny how things come together when you open yourself to finding the solution.


I describe Zen Organizing as a system that takes into account the emotional, psychological, physical, and spiritual state you find yourself in as you begin an organizing project. I see you as the all-powerful architect of whatever mess now surrounds you, and I urge you to celebrate that reality. If you are the creator of the worst, you are clearly free now to create the best! Zen Organizing works to craft an environment that brings harmony to every part of your being. Most people live in surroundings that sabotage them at every turn; a Zen-Organized home nurtures all inhabitants so that they are free to do the work for which they were born. You can spend your life looking for your keys or you can spend it writing the great American novel or whatever personal pursuit fires your jets.


The Magic Formula


When I began my career as a professional organizer, for the first three years I had sleepless nights each time a new client called. I was convinced he or she would ask me to organize something and I’d have to admit I didn’t have a clue. As time passed, however, I noticed that every project yielded to order when I followed the same three steps; all that changed were the types of items in my hands. One day I might be sorting clothing, the next I’d be filing paper, and the week would end with a garage filled with tools. It was all the same process. I called the three steps “the Magic Formula” because of their universal applicability. To this day I have never encountered a project that would not yield when I patiently and logically moved through the formula. Here are the three steps of the Magic Formula:


       •  Eliminate


       •  Categorize


       •  Organize


Elimination is the most creative step in many ways. You get to free items you no longer need or want or will never use to a new life of their own. The old sofa that you kept from your college dorm can now be donated to a charity; the ink-jet printer you haven’t used since the laser version entered the home office can go to a day care center in your neighborhood; the clothing from decades ago that will never fit your current body no matter how much weight you lose can go to a women’s shelter. There will be items that have no future except the trash can or recycle bin, but that’s OK. If you enjoyed them, used them, and have great memories, they served their purpose. These items represent the past. The goal is not to drag them into your future—and this is especially important when rightsizing for your space.


Categorization makes you powerful, gives you immediate inventory control, and allows everyone in the family to know where the chicken soup, toilet paper, or dog treats are simply because they have to be in the one place designated for that type of product. Time is saved, emotional upset is avoided, and money is no longer squandered purchasing items you already have in abundance. You can’t beat the power of a category to make your life easier!


Organization is what we do when you’ve whittled down your entire inventory of stuff to the items you really need to keep. But it’s important to eliminate and categorize before setting up your system. If you purchase one hundred hangers before you start organizing your closet for example and discover you only needed sixty, you now either have forty extra hangers creating their own kind of debris, or you have to schlep them back for a refund. That’s either wasted space or wasted time and energy. Everyone is instantly on board when it comes to saving money, and I hope you will come to value saving space, energy, and time equally. You can earn more money, make more room, and get some rest, but frittered time is lost forever.


Zen-Organized spaces are beautiful to look at, completely functional, and easy to maintain. At this last juncture in the process, you need the tips and tricks all professional organizers know, as well as an idea of which products are best for the task at hand. I think the best-quality products are at The Container Store, and that’s where I’ll direct you, but feel free to use my suggestions as nothing more than a creative jumping-off point. If you know where to get something better or cheaper, go for it! I’m not working on commission.


Zen Organizing and Your Move


When it comes to your move, you have a choice. You can leave all the details to the last minute. You can take things with you to the new location that are no longer needed and live with unpacked boxes for a decade. You can wear yourself out and maybe even get sick. Or you can systematically tackle the myriad details such a big project creates and arrive at your new home a little tired but filled with pride in your accomplishment. You can focus not on the upheaval but on the new life that awaits you. Again the choice is yours. You know which one I’m here to help you make.


Time Frame for Rightsizing


I chose eight weeks for this plan because most of us have at least that much time to prepare before any move. If you’re lucky and have more time, you can stretch out some of the projects, and if you have less, you can compress the weeks as needed. I’ve crafted this plan for a typical family moving out of a two-bedroom, two-bathroom house into one of equivalent size, but it can apply to any space. You may find that certain activities don’t apply to you, and that will give you more time to do the things that are common to all moves. Not every person has a garage or an attic, for example, but we all have a bedroom and a kitchen. You might be moving to a studio apartment from your parents’ home. Or perhaps you just had baby number five and are moving into a six-bedroom house. Don’t dismiss the guidelines because your situation is different. That’s an unconscious move common to people who want to avoid something and think it’s easier to shoot the messenger. “What does she know? That doesn’t apply to me!” You can tailor the advice to suit your needs. If you don’t currently have a basement, attic, guest room, or garage you can smugly read the material for the suggested tips and then go sit by the pool. Conversely, if you are leaving your mansion for a condo, you can double down and work faster and a wee bit harder. It’s all doable in eight weeks’ time.


Structure


Each chapter is formulated so that you will have the following:


       •  After the first week, which is top-heavy with initial research, I have a rightsizing project for every week to help you divest yourself of what you no longer need or want or will never use in the new space. Tackling these decisions at the other end makes no sense; nor does living for years with unpacked boxes. Stacks of anything (papers, boxes, clothing, etc.) are unmade decisions staring you in the face. The visual exhausts you and leaves you feeling guilty. I’d like to expunge such experiences from your life and prevent them from entering the new location. It only takes a little extra elbow grease in the current one.


       •  In every chapter you’ll find call-out boxes with tips you can use to facilitate your move. I’ve chosen these carefully for their versatility and power. You can use them to get ready for the big day, whether it will happen in eight weeks or at some undetermined future date. You might find these tips motivating and just what you need to galvanize you into action. It’s never really possible to predict what the first domino might be. That’s a personal matter for every reader.


       •  There will be tips to help you organize the items you choose to take with you in the new space. Here again we see the power of categories. You know exactly what you need to organize. I presume you know the size and dimensions of the cupboards and drawers in the new space. Armed with that information you can avail yourself of free-space planning at an entity like The Container Store or IKEA. They can design simple organizing systems for your clothes closets, a pantry, or the garage. And, of course, my tips include lists of my favorite organizing tools.


       •  Chapters conclude with a summary so you can easily reference the material covered. Feel free to copy them into a notebook. And please do tailor them to fit your unique situation and needs. (See more on making your move notebook on page 23.)


       •  Every chapter has a suggestion for a reward. This is a difficult time, and you need to pat yourself on the back each week and tell yourself, “Job well done!” Morale boosters are key to success. Be sure to extend rewards to family members and devoted friends who are helping you make the transition. Very often the self-care tip for the week can be used as a reward. Anybody up for an aromatherapy bubble bath at the end of a day of work, parenting, and packing boxes? I thought so.


Throughout the book, we’ll also look at the particular challenges of specific types of moves, like going to live in a dorm or mini apartment, moving in with relatives when life tosses you a temporary curve ball, or going into assisted living. I wouldn’t skip those sections if they don’t apply to you because they are choc full of practical tips you might wish to make use of in your situation. I’ve scattered related material throughout the book. You’re on a treasure hunt for the best tips for you.


Read through the book once and then go back and begin your official journey. Make notes in your journal. You’ll suddenly be armed with a lot of basic information and will no doubt begin to feel a sense of control replacing the inevitable panic that precedes such a big change. You are free to shift steps from one week to another; however, I would recommend swapping rather than deferring them and then having to tackle multiple assignments the week before the moving truck pulls up in front of your door. Procrastination is not your friend.
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SELF-CARE TIP FOR THE WEEK
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       WHILE SELF-CARE IS always important, it’s critical during a move. Now is not the time to stuff your face with Twinkies, cancel your gym membership, stay up all night fretting, or guzzle gallons of soda. It’s time to drink lots of water, eat fresh produce, sleep eight hours each night, and get plenty of exercise, even if that just means taking Fido around the block several times a day. You’re in training for an event that can open the door to new experiences or put you in bed for several weeks.
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The Power of (Good) Habits


As you prepare to launch the next phase of your life in a different location, it’s a great time to cultivate good habits. If you do things that cause chaos in the home now, you can tweak your behavior so that by the time you are unpacking, you are automatically in an organized frame of mind. Here is a list of my all-time favorite habits, although the books in the One Year to . . . series are chock-full of suggestions.


       •  Wash dirty dishes (or put them in the dishwasher) immediately rather than leaving them in the sink. A stack of dirty dishes is a depressing visual and represents a big task.


       •  Put dishes away rather than allowing them to languish on the drain board or sit in the dishwasher. (After you wash a load of dishes, leave the door open for about an hour so the inside of the machine can dry. Bacteria love dark, wet environments. This tip also applies to your washing machine.)


       •  Make your bed every day.


       •  Check the trash cans daily, and empty as needed.


       •  Put your keys in the same spot the second you enter your home. Put up a hook, designate a special dish, or plop them into your purse. If you constantly lose the remote or your glasses, designate homes for them as well. You’ll always know where to look for important items when they have a home.


       •  Do your paperwork every day at the same time and in the same location. Some tasks simply aren’t fun, but when they are regimented a bit, you’ll find yourself automatically taking care of them.


Many psychologists say it takes twenty-one consecutive days to create a habit, and it needs to be a repeatable action. It can be tricky to cultivate even the simplest change in your daily life, but once you have a new habit solidified, you will wonder how you lived any other way. I would choose no more than two to start. You don’t want to overwhelm yourself. Set yourself up to win!


The Ultimate Helper: A To-Do List


I don’t know what I would do without my trusty to-do list. Instead of addressing all the issues in my life that demand attention, my daily list guides me to accomplish only the items I can easily tackle that day. Whether you use an electronic or paper calendar, you’ll want to keep track of your personal and work responsibilities, along with the myriad details suddenly clamoring for your attention. I start my suggestions here with an assumption that some kind of scheduling is already a part of your life. Without it, you are apt to forget things and live with more stress than necessary. If you have a photographic memory and rely on it to keep you on track, be warned that over time it’s less reliable. I speak from experience.


A good way to start is by reading this book through once, as I suggested, and noting things you need to do, like call a few movers, measure the cupboards and count the drawers in the new home, and order checks imprinted with your new address. When done, you’ll have the rudiments of the master list for your move. I know folks who carry their master life list around with them. I can’t imagine anything less productive. Being confronted with everything you need to accomplish is overwhelming, even if you are extremely organized. At night, make a to-do list of specific tasks for the next day. Be sure you consider each item carefully: Is it necessary? Is tomorrow the ideal day to tackle it? Factor in how much time a task will realistically take, including travel time. If you drive, allow time for the inevitable parking drama that is part and parcel of life in a big congested city. There’s no sin in bumping tasks, although there is trouble on the horizon if you do it continuously. If you procrastinate, you’ll end up moving things with you that should find new homes or be tossed. It may take months to recover, when you could be enjoying your new home and neighborhood. Please don’t do that to yourself.


As you look at your calendar (I prefer month-at-a-glance), consider whether you could move items to tomorrow from another day. Could doubling your efforts in a specific neighborhood, for example, prevent you from returning the following week? Geographical intelligence will save you time, money, and energy. It’s equally important to husband your personal energy. You don’t want to bolt out of the starting gate and then flag in week three. Finally, this is a wonderful time to practice the art of saying no. I once checked with a mover to make sure my client’s move was on track for the next day. Imagine my surprise when I learned she had rescheduled for the following week. When I asked her why, she told me she had agreed to head a committee at her son’s school. She inconvenienced me as well as the movers, and she also denied another parent the opportunity to step up and run the committee. If you feel you do everything better than everyone else on the planet, the period right before a move is the perfect time to disabuse yourself of this notion. Learn to mentor. It’s another great life skill.


Seek Help


Even if you wish to do your own move, I would still consult with a large moving company just to get the free literature they provide. You might even be persuaded to let them do the work while you concentrate on downsizing. Help also comes from many surprising sources. For example, when I moved I discovered that a lot of well-known stores in my neighborhood, like West Elm and Pottery Barn, had coupons to help me feather my new nest at a discount.


Also, don’t hesitate to call in favors from family members and friends. Instead of issuing a general cry for help, tailor each request to the best person for the job. Never ask someone who is consistently critical of you for help. You know in advance where that’s going to lead. Spreading out your requests will ensure that no one will start avoiding your calls or fake a trip to Borneo the weekend of your move. If you have a particularly savvy Internet researcher in the family, ask him or her to find things and people you need, like local charities that will make a pickup or someone to sell items on eBay for you. If you lack a skilled family member or friend, you might want to hire a virtual assistant to take these details off your to-do list. We’ll talk more about those later. In your move notebook (a must!), you can make notes as you read so you are on top of the information you need to secure.


Perhaps you are moving to a new city and have children who are less than thrilled about this turn of events. If so, help them find outlets in the new location for the things that matter most to them. We can get so lost in our grief that we forget to direct our energy to a solution. Knowing that other kids their age in the new location are equally passionate about Lego, American Girl dolls, tennis, politics, or cooking can soothe an angry child or teenager. You’ll want to know where your favorite grocery stores and a great dry cleaner are located. I was overwhelmed when I realized that a simple eight-mile move in the same city meant changing almost every store I used. Thank heaven for chains!


We get so caught up in learning the best way to pack items like dishes or books that we forget we also need to fill the gap made by leaving behind our network of family and friends. That loss is part of what makes a move such an emotional experience. A trained monkey can pack a box of books, but no one can replace your best friend. On the other hand, other people your age will surely be facing the same loss in your new location, and you can connect with them. Social media are a boon in this quest at the same time that they so beautifully keep us connected to our current tribe. Only the willingness to reach out is required. I made a long-distance move across the United States long before social media hit the scene. It’s a daunting task to make new friends; you need to remember that it takes time and effort. That makes packing boxes seem like the easy part, doesn’t it?


Why Am I So Tired?


The most exhausting part of any organizing project—and let’s face it, moving is the mother of all organizing projects—is the fatigue that sets in with making decisions. In fact, we in organizing circles use the phrase “decision fatigue” because we see it in our clients on a regular basis. My recent move happened because I fell in love with a puppy and was told he would not be welcome at my current residence. Yes, I downsized and moved for the love of a dog. I was a bit cocky about my ability to do it without a lot of help. After all, don’t I do this for a living? For several months I did indeed go it all alone. I looked for a new apartment. I downsized. I packed up the unbreakable items to save money. I unpacked in the new space. And as often as I could, I visited my puppy at the home of a friend who had agreed to watch him for me. About twenty-four hours after the movers left, I hit the proverbial wall. I could do everything left on my to-do list except figure out how to cover the windows. The owner had stripped them bare, and I was living in a fish bowl. I had no privacy and a bad case of decision fatigue. Suddenly the very idea of choosing between blinds, drapes, curtains, or any other type of window dressing was beyond my ability. A great friend rushed to help, and in short order my windows were covered, I completed setting up the new space, and little Charlie moved in.


Tell Me Your Story


I have a doctor who says those words the minute she walks into the exam room. It’s a great icebreaker, and we always start with a good laugh. It’s my turn to ask you a slightly different version of this question: What is the story of your move? You’re probably thinking along the lines of a linear response: “Well, Regina, I’m in a two-bedroom, one-bathroom apartment with my husband, and we just found out I’m pregnant so we bought a house. That’s my move story.” Those are the facts, but I want to know your story. Do you expect an easy move? Are you blessed with family and friends who you are sure will show up to help? What about past moves? Were they traumatic or a boatload of fun? It’s your belief system that continuously re-creates your story until you give it new direction. Let me give you an example.


Carla is going from one rental house to another. A series of bad real estate investments caused her to lose everything in the financial crash of 2008. Now she has lost her roommates and will need to rehome most of her pets. She insists on renting large spaces to accommodate her collection of stuff that includes furniture, clothing in several sizes, her late mother’s belongings, and outdated paperwork going back well beyond the time of interest to Uncle Sam. When anyone suggests that she downsize to a smaller space until she’s back on her feet financially, she angrily and unconsciously begins to tell her story. It’s one of loss, failure, and betrayal and has nothing to do with present circumstances, but it rules her. In psychology this might be termed “a consciousness of lack or loss.” It is typical of people who believe they will always lose.


In contrast, I have another friend who was once married to a famous actor and lived the life we all see in magazines. I met Ruth well after her divorce and discovered in passing that she had been married. When I asked her what had happened, she smiled and said that although she hadn’t told her story in years, she would make an exception for me. I learned her husband had cheated on her and left her for another woman. For a year she talked about the betrayal and upheaval to anyone who would listen. She said she woke up one day and realized that if she didn’t change her story, her life would never be whole again. After she shared what happened, she told me she would never speak of him or that time again to anyone. She wanted to live in the now, not as a slave to the past. I have enormous respect for Ruth and made a note to emulate her. I had no idea at that time that her story might inspire others to let go. I’m so grateful she made an exception for me.


If your impending move is cloaked in negative past experiences, I promise you things will not go well. We create what we expect. Perhaps you’re given to negative experiences and frequently exclaim, “I knew that was going to happen. Things never turn out well for me,” or “What did you expect? This is how it is for people in our family.” There are hundreds of variations on the song, and if you sing it in honor of your move, no amount of planning will help you. You expect the worst, and the worst will re-create itself for you with amazing fidelity. The best mover in the world and an army of professional organizers will be powerless to give you a good experience. You don’t feel you deserve it. We need to change that so that your move ushers in a fresh start that encompasses more than your new physical address.
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BENEFITS OF DOWNSIZING
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       There are many benefits to downsizing, and if you embrace them, the task will be easier. To wit:


             [image: ][image: ]  A smaller home means lower bills, which might allow you to save or enjoy more leisure activities like travel.


             [image: ][image: ]  Upkeep is easier, which means you save time and energy.


             [image: ][image: ]  If you move to an urban area, you might be able to eliminate one or both cars and use public transportation. Cars can always be rented for special occasions. Between gas, registration, insurance, and maintenance, a car eats into your disposable income. In a city, you can take advantage of museums, restaurants, and go sightseeing using public transportation.


[image: ]


 





Words of Caution


Some people hear an instruction and instantly embrace the idea behind it. They shoot themselves in the foot, however, by engaging in a fruitless quest for the perfect way to implement the solution. I’ve seen clients download numerous apps and buy countless types of calendars looking for the one that will best serve them. I’ve seen people abandon perfectly good solutions because they got caught up in how to cross-reference material far beyond the personal need at hand. And heaven help those among you who love to create spreadsheets. Creating the perfect spreadsheet can become a task unrelated to anything you have to accomplish. Self-sabotage comes in many forms. Spend no more than a day looking for the perfect app, the greatest notebook, or the best way to use both. Ask friends and family what they use if you don’t have your tools in place. You know what Nike says: just do it! This is life advice, not just instruction for your move.


Begin your day with the intention to get things done, and don’t be timid about practicing one of the most powerful life skills you can learn: say no! Saying yes to one favor requested by a friend, co-worker, or loved one can derail your day. It’s always important to protect your time; doing so is critical in the weeks before your move. Don’t think a denial makes you a bad or selfish person. Clearly if a friend asks for a ride to the hospital, you’re going to drop everything. But small tasks can take you away from the work you need to accomplish over the next eight weeks. In fact, you may be the one asking for favors during this period! Saying no is very difficult for many of my clients, so I understand if you are recoiling in horror at the very idea. Here’s my promise: no one will die if you can’t help out, and the person looking for the favor will move on to someone else. Anyone who becomes angry with you is probably prone to using others to get things done in his or her own life. You can live without that pressure. Moving is an opportunity for a fresh start on every level.


A Closing Thought


Unpacking a client is one of the most creative experiences I have in my profession. You need to buckle down and do your homework, but your move can open the door to incredible creativity, newfound freedom, and the next chapter in your life, whether you’re going off to college, getting ready to spend your third act in a retirement community, or enjoying one of the myriad phases of life in between. Life is always what we make it, and moving doesn’t have to make you chronically fatigued, bitchy, or ill.




week 1


MAKE A PLAN


        The moment one definitely commits oneself, then


        Providence moves, too.


            —W. H. MURRAY, “The Scottish Himalayan Expedition”


THIS WEEK WE BEGIN THE MARCH TO YOUR NEW HOME. NO matter the nature of this move, I hope you will embrace the possibilities inherent in any type of transition. Think of the fable of two young children who returned home from school and found mounds of horse manure in their respective front yards. One child wondered what all this manure was doing in his yard. He was perplexed, confused, and angry. The other child looked at the manure and squealed in delight: “Where’s the pony?” Let’s keep our eyes peeled for that pony, shall we?


For any big project, preparation is key, so this week you’ll focus on doing your research and making a plan. Many of you are going to use professional movers, and I’m here to help you find a reputable and experienced company. You can’t move with or without a pro, however, until you know what your moving budget is, so this week you’ll also put together your financial forecast.


You want to create a move notebook as the official repository of all your notes. (No more scrambling from room to room, wailing, “I know I had that Post-it in my hand just this morning.”)


There are other items on our to-do list this week, but these are the big-ticket items. Moving tends to cause many people to freeze with fear. We’re facing that fear down this week with a simple exercise: a single item designated for donation, recycling, or the trash can be all that’s needed to get the ball rolling. You know what they say: once the first domino falls, the rest are sure to follow! And now let’s roll up our sleeves and get started, shall we?


The Solution Is in the Details


By nature I am a procrastinator, as are many of us. We all race to do the things we love. The things we dread, however, can really cause us to drag our feet. You won’t be surprised to learn that my mother never let me put off to the last minute any school project that caused me discomfort. Now, with a heart filled with gratitude for my mother, the most organized human being and my mentor, I offer the same advice to you. You need to make a plan because while eight weeks sounds like an eternity, it’s going to pass in a flash. You don’t want to be up all night the evening before the movers arrive to move your stuff, right? That happened to me once years before I became a professional organizer. You’d be surprised how your possessions go from “precious mementos” to “trash” as the hours fly by before the truck shows up.


Remember, the plan was crafted for a typical two-bedroom, two-bathroom home, but the same eight-week structure applies whether you’re moving out of an apartment or a mansion. This week we’ll take the first two critical steps in your plan, gather some tools, and make a dent. Are you ready?


The Moving Mantra


We all get overwhelmed when we look at the big picture. People come to hear me speak and leave fired up to get organized. They go home intent on setting up a great file system or making their closet look like a boutique in Milan—then the reality hits. The closet is stacked to the rafters with clothing, shoes, and miscellaneous items; the office looks like the FBI just did a raid. As the literal door closes, so does the one inside their hearts that had opened up to a new reality. I’ll get organized some other time, they think. But wait! It doesn’t have to be like this.


You succeed by breaking things down into manageable chunks. You aren’t organizing the entire office—you’re tackling the desk. And you aren’t doing the entire desk, just the stack of papers to your left. And you aren’t even going to organize that big stack in one action. You’re going to decide the fate of each piece of paper, one at a time. The same strategy applies to any project, including this move. The very idea of moving may send you screaming from the room straight to that box of ice cream waiting in the freezer. But I don’t want you to arrive in your new home with an extra five pounds on your hips! When feeling overwhelmed, here’s all you have to repeat to yourself: “Regina said it would be like this. I need to focus on one detail at a time.” Take a deep breath and find the detail you can tackle.


Preparation Is Key


This is where I sound like your mother. Here’s a list of things that will take you easily over the finish line. They will make your life better every day, and you’ll experience that ease and support as you use these tools to facilitate your move. Today I have to say, “Trust me.” On moving day, you’ll be telling everyone how you have managed to stay so calm.


What does the Zen Organizer suggest you remain vigilant about over the next eight weeks?


       •  Drink eight glasses of water a day. Water relieves stress. A dehydrated body will succumb to decision fatigue faster than you can say, “Rightsize!”


       •  Get a good night’s sleep. The body is a machine, and its functions are impaired when rest is inadequate.


       •  Eat healthy, fresh food, including vegetables and fruits. Avoid processed food, sugary treats, and soda. Expect to lose a few pounds during this process. How’s that for an unexpected bonus?


       •  Get a little exercise. I didn’t say run a marathon, did I? No, just walk for ten minutes a day. If you have a dog, Fido will think you’re king of the pack. (OK, he already does, but now you’ll be even more popular.)


That’s my list. Embrace them all, or try one or two on for size. And remember that these are suggestions to help you, not to beat yourself up over. “Regina told me to do these things, and I didn’t, so I am a bad person who will have a difficult move!” We aren’t going to go there, OK? It’s the last reaction Regina has in mind. Guilt, fear, and shame do not exist in the land of Zen Organizing.


If you never drink water, try consuming one sixteen-ounce bottle per day as a start. Keep the bottle with you and sip periodically. Rather than purchasing bottled water, you can get a cold-water thermos and a Brita pitcher and save a bundle. I sprinkle in some vitamin C crystals from Trader Joe’s for an extra immune boost on demanding days to give plain water some spark and help my body stay healthy. If store-bought water is easier for you, please be sure to read the label and get fresh spring water, not tap water treated by the company. Hate the taste of water? (People actually say that to me, so I presume they have company out there.) Try fresh slices of lemon or lime. Heat the water and have lemon tea all day. This drink is a liver cleanser and helps restore your system’s natural pH. How’s that for a bonus? Or you could steep some fresh ginger and have a tea that improves digestion and reduces inflammation in the body. There are numerous benefits you won’t find with soda. Where there’s a will there’s a way. Please don’t drink those sugar-laden waters that are like consuming a liquid candy bar! Sugar gives you a rush of energy, and then your blood sugar plummets—along with your so-called energy. It’s not uncommon to feel depressed after the inevitable crash. You’ll also experience this nosedive with so-called energy drinks. As a species we humans seem to relish a temporary high rather than seeking a steady flow of good energy. What’s that you say? You’re a diet soda devotee? Drink that instead of water, and you may face dehydration and that guarantees fuzzy thinking and exhaustion. There’s no substitute for water. I want you energized, not slumped on the sofa wailing, “I’m never gonna get out of here.”


If you are mostly sedentary, try walking around the block. If your diet consists of steak and Twinkies, introduce yourself to vegetables and fruit one at a time. Forget that they are good for you, will keep you regular, and in some instances protect you from cancer. They even taste good! Remember, it takes twenty-one days of repeating an action before it becomes a habit. Do as much as you can each day and focus on your successes.


Making a Move Notebook


To make your move as organized and stress-free as possible, create a move notebook so that all of your planning notes are in one place. You can be making notes as you read this book. You can create an e-notebook using Google Docs, Microsoft One Note, Evernote, or the organizing tool you prefer. Most can be set up as private and locked, or you can make the notebook accessible to others in the family unit. Let’s say you’re out shopping and remember you need to stop at the paint store. If your partner has access to your move notebook, you may discover that item has been checked off as done. Partnership certainly makes a move less daunting. If you prefer a binder, use sheet protectors for those items that you need for reference but won’t be writing on—for example, the contract with your mover or the rental receipts for your truck and dollies should you be doing your own move. If you are afraid you may lose these documents, for safety’s sake, scan them into your computer. As you might imagine, there are apps for that. I use Genius Scan. You can also purchase a few heavy-duty poly file folders. They can take a lot of wear and tear. Now all these valuable documents can live in your file cabinet. There are many ways to solve organizing issues, and that is why it’s such a creative endeavor.


To facilitate the creation of your move notebook, you’ll find the weekly summary lists waiting for you online at ReginaLeeds.com. I’ve created a page you can easily and instantly copy, paste, and tailor to suit your needs. Most of us work digitally now, and this simple copy-and-paste will get your move notebook started.


By the way, all the organizing tools I mention in this book are featured on a special board I created at Pinterest.com (visit my various boards at http://www.pinterest.com/zenorg1). You can show your local store exactly what tool you are looking for when you go shopping. If you wish to order online, links are provided. Over time I’ll add products and tips that I think will make your move a bit easier.


A Tidy Tool: Categorized Moving Files


You don’t want piles of moving brochures and scribbled notes spreading out around the house like a fungus. I would divide the material by category and create a few files. This is especially necessary if you purchased a new home and you’re also collecting decorating tips for that space. Use individual file folders for your categories and then store them all in your filing cabinet using box-bottom hanging file folders no wider than two inches. Conversely, if you want this material to be portable, try an expanding file holder or a portable file box. At Pinterest I have photos of all the products I’m suggesting as well as links to stores that sell them. If you have no clue what a portable file box is, for example, the visual is waiting for you.


These are all garden-variety supplies available at your local office-supply store or on the Internet. Any files you create in real time will likely have counterparts with similar material collected in folders on your computer. Be sure you use the same names for every type of folder, whether it’s saved on your computer or in your filing cabinet. You need to keep those names consistent. Where you keep the information is not important, but your ease in finding it all is everything. For some reason people have flights of fancy and get creative on the fly. Be creative the first time you choose a name, and then be consistent; otherwise you may wind up wasting time searching for information, asking, “What the heck did I call that folder?” You don’t have time to waste before a move! By the way, it would behoove you to empty your purse or briefcase each evening of any material you have gathered related to your move. A category is as strong as the items that compose it, and if the parts are scattered, you run the risk of a great piece of information slipping through the cracks.


The “B Word”: Making a Budget


No, I’m not talking about female dogs. The “B word” that concerns me is “budget.” Moving is expensive, and you need to factor in as many details as possible so you aren’t blindsided. The most common refrain I hear from my clients on moving day is, “Regina, I’m bleeding money.” Let’s put a tourniquet on that wound and see instead how you can economize. First, we need to know what you have and how much you need to spend. A personal budget is really a necessity. Many people view a budget as a straightjacket that will not permit them to have any fun. Nothing could be further from the truth. Numbers are your friends because they never lie. Everyone needs a budget to get a monthly snapshot of his or her financial health. With any luck you’ll have extra cash each month to save or invest. It’s a financial tool you don’t want to live without!


To create a budget, grab a pad of paper or fire up the computer. Draw a line down the center of a page or work in Excel. In the left column, make a list of all sources of income in a month. Next, in the right, make a list of all your monthly expenses: mortgage or rent, utilities and other bills, groceries costs, and so forth. (If you have periodic bills, factor in the percentage of that total amount you need to set aside each month. This way you won’t be having convulsions when that yearly insurance premium comes due for your home or you get the bill for your semiannual union dues.) Now add up both columns and see where you are. In the best of all possible worlds, you have money left over each month for an emergency fund, long-term investing, and big-ticket items—you know, like this move. If you freelance like I do, your expenses are probably fairly static, but working with income when it fluctuates can be a challenge. Freelancers can use their average income against their set expenses.


If you have a shortfall, you’ll have to figure out what the move is going to cost and then decide how you’ll raise that money. This might be just the incentive you need to sell some possessions that you no longer use. Perhaps you have to eliminate some expenses or reduce others. Call your cable company, cellphone carrier, and other service providers and see if you can cut your bills if only for six months. Give your credit card companies a call and see if you qualify for an interest-rate reduction. Paying bills on time puts you in the best position to receive these favors. It also boosts your FICO (credit) score, and that will come in handy if you have to move yourself. Big-ticket items, like truck rentals, will cost less if your credit score is high. If you are the unemployed partner in the relationship, it might be time to get a part-time job. If you have relatives in a position to help, see if you can float a no- or low-interest loan. Just remember it has to be paid back, so what you’re buying is time.


Considerations for Moving to an Address to Be Determined


Though it’s not ideal, sometimes you’ve got to plan a move before you even know where you’re moving to. I’ve been there! Through circumstances beyond my control, I had to give notice at my last apartment before I found a new one. This situation really lights a fire under you in terms of organization. If you want to move in eight weeks but haven’t as yet chosen your new location, here are some items to tackle this week:


       •  Once you know your budget and how much you can spend on the move, you can decide if you are paying too much for your current rental or can afford to move up in the world. This financial reality check will dictate where you look for your next home.


       •  In large cities agencies will help you find your ideal abode for a fee. You can also check Craigslist.org for ads or search popular real estate sites, like Zillow.com and Trulia.com.


       •  If you have time, walk or drive around your desired neighborhood looking for rentals. Not everyone registers with a service or advertises online.


       •  Walk into real estate offices and introduce yourself. Agents may have properties in escrow that happen to have your ideal guesthouse.


       •  Send out an e-mail blast or contact friends on your favorite social media sites. Personal networking can yield leads that are being held close to the vest.
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THINGS TO DO WHEN MOVING OUT
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             [image: ][image: ]  Check your current lease to see how much notice you need to give the management. You want to play by the rules and get your security deposit back, right?


             [image: ][image: ]  Have you painted any walls? You may be responsible for returning them to the original color before you go. In addition, leave the apartment in tidy condition if you have your eye on that deposit.


             [image: ][image: ]  Has Fifi or Fido done any damage? You’ll need to repair that as well, especially if you handed over a pet deposit.


             [image: ][image: ]  Once your ducks are in a row, schedule a walk-through with the manager or owner. You are responsible for damage, not normal wear and tear. Each state has laws that dictate the amount of time the landlord has to return your deposit. Note that date on your calendar, and be sure you’ve received a check or an accounting for the use of those funds.


             [image: ][image: ]  Find out from management at both ends if you need to reserve a parking spot (or two) for your truck. Some neighborhoods require that moving trucks have a special parking permit. Call the local chamber of commerce or check out the city government website. You don’t need a parking ticket on moving day; nor do you want to get off on the wrong foot with your new neighbors or leave a bad taste in the mouths of your old ones.


             [image: ][image: ]  What day are you planning to move? Are there elevator restrictions? Find out in advance because everything that slows the process down costs you money. Time really is money on moving day. You want to eliminate any delays and tell your mover about any restrictions at either location.


[image: ]


 




OEBPS/images/halftitle.jpg
RIGHTSIZE ...
RIGHT NOW!





OEBPS/images/9780738218021.jpg
RIGHTSIZE...

RIGHT .
NOW! <

The 8-Week Plan to Organize,
Declutter, and Make Any Move
STRESS-FREE

o1&

REGINA LEEDS

NEW YORK TIMES Bestselling Author of 0ne Year to an Organized Life





OEBPS/images/common.jpg





OEBPS/images/squ.jpg





OEBPS/images/promocover.jpg
ORGANIZED
FINANCIAL LIFE

REGINA LEEDS
WITH RUSSELL WILD





OEBPS/images/title.jpg
RIGHTSIZE ...
RIGHT NOW!

The Eight-Week Plan to Organize,
Declutter, and Make Any Move Stress-Free

REGINA LEEDS

8208

A Mmbirof tePersus Books G





OEBPS/images/line2.jpg





OEBPS/images/line1.jpg





OEBPS/images/cup.jpg





