

















how to organize just about everything





Also in this series


How To Do (Just About) Everything by Courtney Rosen


How To Fix (Just About) Everything by Bill Marken


How To Buy & Sell (Just About) Everything by Jeff Wuorio







how to organize just about everything


Peter Walsh


More Than 500 Step-by-Step Instructions for Everything
from Organizing Your Closets to Planning a Wedding
to Creating a Flawless Filing System


[image: Image]







[image: Image]


FREE PRESS


A Division of Simon & Schuster, inc.
1230 Avenue of the Americas
New York, NY 10020
www.SimonandSchuster.com


Copyright © 2004 by Weldon Owen Inc.


All rights reserved, including the right of reproduction in whole or in part in any form.


FREE PRESS and colophon are trademarks of Simon & Schuster, inc.


For information about special discounts for bulk purchases,
please contact Simon & Schuster Special Sales:
1-800-456-6798 or business@simonandschuster.com


•com|press


Designed and produced by .com press
.com press is a division of Weldon Owen Inc.,
814 Montgomery Street, San Francisco, CA 94133


Printed in the United States
10 9 8 7 6


Library of Congress Catalog ing-in-Publication Data
Walsh, Peter


How to organize (just about] everything : more than 500 step-by-step instructions for everything from organizing your closets to planning a wedding to creating a flawless filing system / Peter Walsh.


           p. cm.


Includes index.


1. Home economics. I. Title.
TXU7.W2756 2005
640-dc22                              2004056277


ISBN 0-7432-5494-5


eISBN-13: 978-0-7432-7658-0


ISBN-13: 978-0-7432-5494-6


CEO: John Owen
President and COO: Terry Newell
VP, International Sales: Stuart Laurence
VP, Publisher: Roger Shaw
Creative Director: Gaye Allen
Business Manager: Richard Van Oosterhout
Production Manager: Chris Hemesath
Co-Edition and Reprint Coordinator: Todd Rechner


Series Editor Brynn Breuner
Managing Editor: Jennifer Block Martin
Consulting Editor: Bill Marken
Production and Layout: Joan Olson, Jody Ginsberg,
Phoebe Bixler
Illustrator: William Laird
Copy Editors: Jacqueline Aaron. Rick Clogher.
Gail Nelson-Bonebrake
Contributing Editors: Julie Thompson. Lynn Ocone,
Ginny McLean, Sharon Payne, Jodr Greenberg.
Françoise Hembert, Spencer Weisbroth
Editorial Assistance: Renée Myers
Proofreaders: Desne Anlers, Gail Nelson-Bonebreak
Indexer: Ken DellaPenta










CONTENTS


FOREWORD


A NOTE TO READERS


[image: Image]


GET ORGANIZED


1 Get Organized


2 Set Priorities


3 Write an Effective Tb-Do List


4 Run Errands Efficiently


5 Hire a Professional Organizer


6 Meet Deadlines


7 Deal With a Flood of Mall


8 Overcome Chronic Disorganization


9 Organize Your Thoughts


10 Set Up a Reminder System


11 Organize Your Contacts


12 Get Rid of What You Don’t Want


13 Say No Without Feeling Guilty


14 Balance Home and Work


15 Live With Less


16 Set Goals


[image: Image]


LIFE’S NITTY GRITTY


17 Streamline Your Morning Routine


18 Organize a Chore Schedule for Kids


19 Organize Your Chores


20 Never Be Late Again


21 Schedule Television Watching


22 Design a Healthy Lifestyle


23 Plan to Avoid Junk Food


24 Choose a Weight Loss Plan


25 Design Your Workout Schedule


26 Schedule Doctor Visits


27 Prepare for Cold and Flu Season


28 Get a Drastic Makeover


29 Arrange to Meet an Online Date


30 Plan the Perfect Date


31 Mastermind a Breakup


32 Plan Your Social Calendar


33 Meet Mr. or Ms. Right


34 Marry Up


[image: Image]


DAILY DEBRIS


35 Find Your Keys


36 Tidy Up in 15 Minutes


37 Conquer Clutter


38 Actually See the Bottom of Your Pur


39 Organize Your Shoes


40 Sort Your Sock Drawer


41 Return Rentals on Time


42 Take Control of Your Junk Drawer


43 Organize the Medicine Cabinet


44 Schedule Car Maintenance


45 Organize Pet Supplies


46 Manage Garbage and Recyclables


47 Prepare Grab ‘n’ Go Activity Bags


48 Keep Your Car Clean and Orderly


49 Deal With a Pack Rat


50 Sell Stuff Online


51 Organize Your Bookshelves


52 Categorize Newspaper and MagasinClippings


53 Organize Your Photos


54 Arrange Photos and Pictures


55 Arrange an Art Collection


56 End Collection Chaos


57 Live Better Through Labeling


58 Organize Jewelry


[image: Image]


HEART & HOME


59 Plan Your Dream Kitchen


60 Conquer Your Closets





61 Organize the Linen Closet


62 Organize Your Laundry Center


63 Create a Sewing Center


64 Get Ready for the Housecleaner


65 Organize Cleaning Supplies


66 Organize Spring Cleaning


67 Keep the Family Room Organized


68 Set Up a Bathroom Schedule


69 Organize Bathrooms


70 Organize Entryways and Mudrooms


71 Organize a Dorm Room


72 Organize Your School Locker


73 Make Your Home Safe for Small Children


74 Organize Kids’ Rooms


75 Organize Sports Equipment


76 Organize Kids’ Play Spaces


77 Safeguard Your Home Against Allergens


78 Prepare for Skyrocketing Energy Costs


79 Use Feng Shui to Organize Your Home


80 Design a New Home With Feng Shui


81 Design Your House


82 Use Home Design and Planning Software


83 Establish Your Home’s Space Plan


84 Incorporate Universal Design Principles


85 Plan a Remodel


86 Plan a Multimedia Center


87 Turn a Basement Into a Media Room or Playroom


86 Organize the Attic


89 Organize the Basement


90 Organize the Garage


91 Organize a Toolbox


92 Set Up a Woodshop


93 Organize Your Wine Collection


94 Plan a Successful Estate Sale


95 Plan a Yard or Garage Sale


96 Prepare Your Home for Sale


97 Plan a Move


98 Downsize Your Hous


99 Organize a Studio or Small Apartment


100 Manage Warranty Documents


101 Manage Home-Improvement Paperwork


102 Merge Two Households


103 Decorate lor the Seasons


104 Prepare a Vacation Home for theOff-Season


105 Prepare Your Home for Nature’s Worst


[image: Image]


YARD & GARDEN


106 Prepare an Organic Vegetable Garder


107 Plant a Kitchen Herb Garden


108 Plan a Butterfly Garden


109 Design a Bird Garden


110 Design a Children’s Garden


111 Plant a Cut-Flower Garden


112 Design a Shade Garden


113 Design a Dry Garden


114 Plan for a Long-Season Container Gg


115 Organize Gardening Tools


116 Add a Potting Bench to a Yard


117 Schedule Fruit Tree Maintenance


118 Lay Out a Sprinkler System


119 Plan and Plant a Lawn


120 Design a New Landscape


121 Plan an Outdoor Kitchen


122 Design a Deck or Patio


123 Design a Water Feature


124 Design a Garden Path


125 Set Up a Compost System


126 Winterize Plants


127 Schedule Yard Work


[image: Image]


STORAGE SOLUTIONS


128 Store Anything


129 Store Bulk Purchases


130 Storage Solutions for Any Room


131 Capture More Storage Space


132 Expand the Capacity of a Small Room


133 Organize Craft and Hobby Materials


134 Organize Art Supplies


135 Organize Gift Wrap and Seasonal Decorations


136 Organize Kids’ Schoolwork and Artwork


137 Organize Movies, Music and Other Media


138 Store China and Family Heirlooms


139 Store Out-of-Season Clothes





140 Store Your Wedding Dress and Other Textiles


141 Store a Fur Coat


142 Store Bicycles and Gear


143 Store Ski Gear


144 Organize Camping Equipment


145 Store Paint and Other Hazardous Materials


146 Organize a Storage Unit


147 Store a Boat for the Winter


148 Store a Car


[image: Image]


EDUCATION & CAREER


149 Decide Which College Is Right for You


150 Get Into a Top College or University


151 Ace the College Admissions Tests


152 Organize Your College Applications


153 Plan Your Course of Study in College


154 Organize a Research Paper


155 Get Into Grad School


156 Get Into an Elite Law School


157 Prepare for the Bar Exam


158 Get a Degree While You’re Working


159 Work at Home With Kids


160 Go Back to Work After a Long Absence


161 Set Up an Internship


162 Plan a Sabbatical


163 Work Abroad


164 Join the Peace Corps


165 Produce a Newsletter


166 Organize Your Job Search


167 Prepare for a Career Change


168 Open a Restaurant


169 Become a Physicist


170 Become a Concert Violinist


171 Become a Cowboy


172 Become a Brain Surgeon


173 Become a Rabbi


174 Become a Catholic Nun


175 Organize an Exhibition


176 Develop a Reality-Show Concept


177 Become a Talk-Show Host


178 Become a Photojournalist


179 Become a Movie Director


180 Become a Model


181 Become a Stunt Person


182 Become a Tour Guide


183 Organize an Archaeological Dig


[image: Image]


BUSINESS & WORK


184 Conquer Your Paper Piles


185 Create a Flawless Filing System


186 Organize Your Briefcase


187 Organize Your Desk


188 Organize Your Workday


189 Get a Handle on E-mail


190 Organize Computer Files


191 Schedule Appointments Efficiently


192 Take Control of a Conference Call


193 Prepare for a Meeting


194 Prepare for a Salary Review


195 Climb the Corporate Ladder Effectively


196 Add a Workspace to Any Room


197 Organize a Home Office


198 Organize a Home Network


199 Choose the Best Phone System


200 Decide on an Accounting System


201 Make a Networking Plan


202 Plan Your Business Travel


203 Write a Business Plan


204 Set Up a New Business


205 Create a Marketing Plan


206 Amass a Real-Estate Empire


207 Polish Your Presentation Skills


208 Prepare a Speech


209 Prepare a Pitch a Venture Capitalist


210 Plan an IPO


211 Delegate Responsibilities


212 Hire an Employee


213 Fire an Employee


214 Pass on a Family Business


215 Stay on Top of Your Sales Game


216 Restructure a Company to Increase Profits


217 Form a Board of Directors


218 Organize a Shareholders Meeting


219 Plan a Company Picnic


220 Plan a Company Retreat





221 Defend Against a Hostile Takeover


222 Organize Your Office for a Move


223 Prepare Your Business for the Unthinkable


224 Reorganize a Failing Business


225 Dismantle a Business


[image: Image]


FINANCIAL PLANS


226 Set Up a Budget


227 Get Out of Debt


228 Design a Savings Plan


229 Simplify Bill Paying


230 Prepare Your Taxes


231 Organize a Loan Application


232 Organize Important Documents


233 Save for Private Schooling


234 Organize Your Financial-Aid Packai


235 Plan for College Costs


236 Buy Ufe Insurance


237 Choose a Health Insurance Plan


238 Start an Investment Club


239 Track Your Investments


240 Survive Bankruptcy


241 Plan for Retirement


242 Prepare a Prenuptial Agreement


243 Create a Living Trust


244 Make a Will


245 Execute a Power of Attorney


246 Plan Your Elderly Parents’ Estate


247 Plan Your Estate


248 Teach Your Kids About Money


[image: Image]


FAMILY AFFAIRS


249 Plan Your Family


250 Budget for a New Baby


251 Orchestrate the Perfect Conceptior


252 Plan for Artificial Insemination


253 Prepare for an In Vitro Fertilization


254 Prepare for a New Baby


255 Organize Your Maternity Wardrobe


256 Set up Maternity or Paternity Leave


257 Order Baby Announcements


258 Organize an International Adoption


259 Foster a Child


260 Organize Your Life as a New Parent


261 Prepare for Childbirth


262 Stock a Diaper Bag


263 Arrange Quality Child Care


264 Blend Families


265 Create a Household Organizer


266 Coordinate a Family Calendar


267 Plan Family Meetings


268 Organize Home Systems for ADD


269 Prepare for a New Cat or Dog


270 Homeschool Your Child


271 Set Up a Carpool


272 Stay on Top of Kids’ Clothes


273 Choose the Best Elementary School


274 Organize Kids for Back-to-School


275 Win the Homework Wars


276 Plan a Field Trip


277 Plan Your Child’s Activities


278 Plan Your Children’s Summer


279 Pack for Summer Camp


280 Choose a Summer Study Program


281 Create a Schedule for Family Computer Use


282 Plan to Keep Your Kid Safe Online


283 Organize a Genealogical Search


284 Prepare for Your Child’s Departure for College


285 Organize Your Empty Nest


286 Plan for Boomerang Kids


287 Plan an Amicable Divorce


288 Make Child Custody Arrangements


289 Organize Medical Records


290 Plan for Elderly Parents’ Care


291 Propare for the Death of a Spouse


292 Help Your Elderly Parents Move


293 Organize a Home Medication Regime


294 Arrange Hospice Care


295 Make Your Final Arrangements


296 Archive Family Records





[image: Image]


FOOD & ENTERTAINING


297 Plan a Week of Menus


298 Organize Grocery Store Trips


299 Set Up Online Grocery Shopping


300 Organize Recipes and Cookbooks


301 Plan Theme Menus


302 Create Effective Shopping Lists


303 Cook Ahead


304 Determine the Shelf Life ot Foods


305 Organize Food (rom Warehouse Stores


306 Efficiently Use the Refrigerator and Free?


307 Organize Cutlery and Kitchen Tools


308 Organize Cupboards and Drawers


309 Organize the Pantry


310 Efficiently Use Space Under the Sink


311 Stow Pots and Pans


312 Make the Most of Your Counter Space


313 Cook for One


314 Plan Healthy Lunches for Kids


315 Plan Party Foods Ahead


316 Throw a Dinner Party


317 Finish Dinner on Time


318 Pull Off a Last-Minute Party


319 Throw a Dinner Party for Your Boss


320 Plan Dinner Party Seating


321 Plan an Outdoor Party


322 Impress a Date


[image: Image]


CELEBRATIONS & EVENTS


323 Plan a Wedding


324 Create the Ultimate Wedding Checklist


325 Budget for a Wedding


326 Find the Perfect Wedding Ring


327 Plan an Elopement


328 Set Up a Bar


329 Hire an Event Planner


330 Hire a Photographer


331 Hire a Caterer


332 Plan a Bachelor or Bachelorette Party


333 Prepare to Be the Maid of Honor


334 Execute Best Man Duties


335 Hire a Band


336 Hire a Bartender


337 Plan a Shower


338 Organize the Rehearsal Dinner


339 Plan Your Honeymoon


340 Plan a Baptism


341 PlanaBris


342 Throw a Party


343 Prepare for House Guests


344 Plan a Child’s Birthday Party


345 Plan a Successful Slumber Party


346 Plan a Bar or Bat Mitzvah


347 Plan a Quinceanera


348 Plan a Retirement Party


349 Plan a Funeral According to Custom


350 Plan Ahead for a Low-Stress Holiday


351 Stay Within a Budget This Christmas


352 Prepare a Holiday Feast


353 Throw a Hanukkah Party


354 Organize a Holiday Craft Party


355 Plan to Spend Christmas Solo


356 Plan the Perfect Holiday Gift Exchange


357 Organize Gift-Giving in Advance


358 Stick to Your Diet During the Holidays


359 Plan a Holiday Open House


360 Reorganize Your Life After the Holidays


361 Stick to Your New Year’s Resolutions


362 Plan the Perfect New Year’s Eve


363 Plan a Seder


364 Plan a Special-Event Party


365 Organize a High-School Class Reunion


366 Plan a Family Reunion


[image: Image]


COMMUNITY WORKS


367 Stan a Knitting Circle


368 Organize a Book Club





369 Set Up a Food Tree


370 Organize a Bicycle Scavenger Hunt


371 Run a Sports Tournament


372 Publicize an Event


373 Plan an Organizational Meeting


374 Sharpen the Focus of an Organization


375 Improve Your Child’s School


376 Plan a Prom


377 Organize a Community Theater Troupe


378 Plan a Concert in the Park


379 Organize an International Concert Tour


380 Organize a Film Festival


381 Plan a Fund-Raising Event


382 Organize a Pancake Breakfast


383 Plan a Toy Drive


384 Hold a Barn Raising


385 Organize a Charity Walk or Run


386 Build Low-Income Housing


387 Build a Community Play Structure


388 Throw a Block Party


389 Set Up a Neighborhood Watch


390 Create an Evacuation Plan


391 Hold a Voter-Registration Drive


392 Run for Local Office


393 Organize a Petition


394 Organize a Recall


395 Get an Initiative on the Ballot


396 Organize a Protest or March


397 Fight City Hall


398 Organize a Boycott


399 Organize a Class Action Lawsuit


400 Manage Growth in Your Community


401 Preserve Open Space


402 Save Historic Properties and Landmarks


403 Set Up a Nongovernmental Organization


404 Build a School in a Third World Country


[image: Image]


TRAVEL & ADVENTURE


405 Plan a Trip


406 Plan a Trip With Children


407 Travel With Teens


408 Book Airline Tickets


409 Rent a Car in the United States


410 Rent a Car Abroad


411 Make Hotel Reservations


412 Arrange Executive Accommodations


413 Plan a Cruise


414 Plan a Motorcycle Trip


415 Plan a Train Trip in the United States


416 Ride the Rails Abroad


417 Prepare a Vacation Countdown Checklist


418 Prepare an Itinerary


419 Pack for a Trip


420 Pack for a Business Trip


421 Pack for a Week in One Carry-On


422 Pack a Day Bag


423 Prevent Lost Luggage


424 Load a Backpack Property


425 Plan an Elderhostel Trip


426 Organize an RV Vacation


427 Plan a Trip With Aging Parents


428 Organize a Sailing Team


429 Plan a Sailboat Cruise


430 Plan a Bicycle Trip With a Tour Company


431 Travel Abroad


432 Plan a Vacation for Widely Different People


433 Plan Spring Break


434 Plan an Overnight Getaway With YourSpouse


435 Plan a Vacation Separate From Your Spouse


436 Plan a Trip to a Different Culture


437 Forage Abroad


438 Mail Packages Back to the United States


439 Plan a Trip to a Politically Unstable Region


440 Get Travel Insurance


441 Get Immunizations for Traveling


442 Book an Adventure Vacation


443 Travel the Silk Road


444 Plan a Climb of Mount Kilimanjaro


445 Pack for a Safari


446 Organize a Hunting Trip


447 Pack for a Fishing or Hunting Trip


448 Plan a Fishing Trip to Alaska


449 Pack for a Camping Trip


450 Lead a Backpack Trip


451 Hike a Famous Trail


452 Plan a Tour of the National Parks


453 Organize a Backcountry Ski Trip


454 Organize a Car Rally





455 Plan a Whale-Watch ing Trip


456 Pack for a Voyage at Sea


457 Plan an English Canal Trip


458 Plan a Crass-Country Airplar


459 Plan the Perfect Day Abroad


460 Plan a Visit to the Louvre


461 Climb the Sydney Harbour Bridge


462 Plan a Trip to New Orleans for Mardi Gra


463 Plan a Day at Disneyland


[image: Image]


THE UNEXPECTED


464 Formulate a Family Emergency Plan


465 Prepare for an Act of God


466 Assemble Emergency Kits


467 Prepare for Surgery


468 Plan Your Recovery


469 Survive a Heart Attack if You’re Alone


470 Survive if Your Car Breaks Down


471 Deal With Amnesia


472 Fight an Ebola Outbreak


473 Fight a Forest Fire


474 Survive Being Lost


475 Conduct a Search and Rescue Operation


476 Plan an Invasion


477 Survive a Political Coup


478 Plan for a Terrorist Attack


479 Rescue a Hostage


480 Outsmart Pirates


481 Deliver a Baby


482 Make an Emergency Landing


483 Make a Jail Break


[image: Image]


IN YOUR DREAMS


484 Become a Movie Star


485 Become President of the United States


486 Win an Academy Award


487 Become an Olympian


488 Train for a Major Athletic Event


489 Win the Tour de France


490 Run a Marathon


491 Learn to Fly


492 Become an Astronaut


493 Live Off the Land


494 End World Hunger


495 Become a Rhodes Scholar


496 Write the Great American Novel


497 Cure the Common Cold


498 Save the Earth


499 Live to Be 100 Years Old


500 Die Rich


501 Be Happy


INDEX


CONTRIBUTOR CREDITS










[image: Image]


A NOTE TO READERS


When attempting to follow any of the advice in this book, please note the following:


Risky activities: Certain activities described in this book are inherently dangerous or risky. Before attempting any new activity, know your own limitations and consider all applicable risks (whether listed or not).


Professional advice: While we strive to provide complete and accurate information, this is not intended as a substitute for professional advice. You should always consult a professional whenever appropriate or if you have any questions or concerns regarding medical, legal or financial advice.


Physical or health-related activities: Be sure to consult a physician before attempting any health-or diet-related activity or any activity involving physical exertion, particularly if you have any condition that could impair or limit your ability to engage in such an activity.


Adult supervision: The activities described in this book are intended for adults only, and they should not be performed by children without responsible adult supervision.


Violations of law: The information provided in this book should not be used to violate any applicable law or regulation.


Sources and prices: Prices and sources for products and services listed in this edition were accurate at press time. Since the nature of any market is changeable, however, we cannot guarantee that any source listed in these pages will continue to carry items mentioned or even remain in business. Similarly, all prices mentioned in this book are approximate only and are subject to change.


All of the information in this book is obtained from sources that the author and publisher believe to be accurate and reliable. However, we make no warranty, expressed or implied, that the information is sufficient or appropriate for every individual, situation or purpose. Further, the information may become outdated over time. You assume the risk and full responsibility for all of your actions, and neither the author nor the publisher will be liable for any loss or damage of any sort, whether consequential, incidental, special or otherwise, that may result from the information presented. Some states do not allow the exclusion of implied warranties or the exclusion of incidental or consequential damages, so the above exclusions may not apply. The descriptions of third-party products, Web sites and services are for informational purposes only and are not intended as an endorsement of any particular product or service.










Foreword


Is your household a fine-tuned model of efficiency? Or do you simply close the door when the piles and heaps get out of control? If your home, your calendar and your inbox are bursting at the seams, rest assured that you’re not alone: We’re all guilty of acquiring more and more stuff and have fewer places to put it. Schedules are overrun with commitments, checkbooks stagger under ever-increasing debt loads, and closets long for breathing room. Where does it end?


Being organized is the key to a simpler life, in which the things we own reflect who we are and everything has its place. How to Organize (Just About) Everything covers the typical organizing dilemmas—closets, garage, desk—but goes beyond mere cosmetic fixes to the root of the problem. You’ll find tried-and-true strategies that will help everyone from the hopelessly scattered to the chronically late—bringing relief to the most hard core pack rat.


This definitive guide will help you organize your life from cradle to grave whether you’re planning your family (249) or planning your estate (247). Tackle affairs of the heart and meet Mr. or Ms. Right (33), arrange a wedding (323) and orchestrate the perfect conception (251). Stay on top of your kids’ schedules (277), homework (275) and birthday parties (344). When you need to get away from it all, investigate a trove of travel tips to help plan your honeymoon (339), a fishing trip to Alaska (448) or the perfect day at Disneyland (463). Discover a surprising range of topics in chapters devoted entirely to improving your community, planning celebrations and events and dealing with life’s unexpected situations.


Your first tip: Start with chapter one (Get Organized) and get a handle on the basics. You’ll learn how to Write an Effective To-Do List (3), Overcome Chronic Disorganization (8), Get Rid of What You Don’t Want (12) and Set Goals (16). Check the difficulty level for each topic—the more paper clips, the more challenging the task—and the Tips, Who Knew? and Warning sidebars for additional insight. You’ll be primed to declutter your home, streamline your workday, plot your career, master your finances and much, much more.


Thanks to all of our authors and professional organizers for expertly distilling organizing principles into concise topics (read more about them on the Contributors page). A tip of the hat to Julie Thompson and Ginny McLean for diving into the breach with flair and to managing editor Jennifer Block Martin for nailing it time and time again with style and grace. Special thanks to Brynn Breuner for deftly steering the project and without whom this book would never have seen the light of day, and to Ken, for making me brave.


So, conquer that clutter (37), find your keys (35) and welcome deadlines (6) with open arms. With How to Organize (Just About) Everything, you’ll be ready for anything life throws at you.
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Get Organized








1 Get Organized


How many times have you torn up the house looking for that one important item, or been paralyzed by the avalanche in your inbox, or spent far too many mornings in a dead sprint to get out of the house on time? Things that are left undone can be your own undoing—adding stress and wasting precious time. Organizing is the act of giving yourself more time and peace of mind.


Steps


Getting started


1 Try to understand the role in your life played by all those accumulated belongings. Many people hang on to belongings for comfort and security, and to remind them of who they’ve been and who they want to become. Paring down, however, doesn’t have to be a painful process. Organizing takes whatever works best for you and makes it the norm rather than the exception.


2 Read 16 Set Goals. Then take an inventory of everything that’s not working in your life, big or small. Is it pawing through your closet each morning for something to wear, or dreading planning dinner every night? Do you wish you had more time to work out, travel or write a book (see 496 Write the Great American Novel)? Now list everything that would make you feel better: Having bills paid on time (see 229 Simplify Bill Paying). Spending more time with your family. Being able to actually park your car in the garage. This inventory will reveal where your energy and time are needed and clarify your values.


The urge to purge


1 Choose an area from your inventory that needs help. Whether it’s your overflowing office, your crammed closet or your bureau, roll up your sleeves.


2 Start small to avoid getting overwhelmed. If you don’t have a entire day or weekend to devote to the project, carve out 20-minute chunks. Tackle the junk drawer during halftime. Take on the medicine chest while you’re supervising baths (see 43 Organize the Medicine Cabinet). Setting a realistic time frame is key to getting stuff done.


3 Pull out everything from your target area and sort it into four piles: items to keep, items to sell or give away, items to fix and items to toss. Use boxes or large garbage bags to manage your piles, and keep one box to fill with items that belong elsewhere.


4 Put the misplaced items where they belong or in a temporary place. Take your discards to the garbage can and recycling bin.
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Tips


Break the big jobs down into manageable tasks and tackle one room or area at a time to minimize disruption.


Be ruthless when you purge. For each item, ask: “Do I love this? Do I really need it? Can someone else use it?” If you haven’t worn it, used it or needed it in a year, get rid of it. If you can replace something easily, trash it. If you have many similar items, keep one and pitch the rest.


Are you one of those people who keeps empty boxes for a possible future move or mailing? There’s no shortage of cardboard boxes if you should ever need them. Break them down and set them out for recycling.


Who Knew?


Having trouble parting with certain stuff? Gather items into categories such as those in step 3. When you look at them all together, you’ll wonder why you kept them to begin with.


Tape cassettes, laser disc players, old computers and cell phones are just taking up space.





Put your sell or donate box in the car (see 12 Get Rid of What You Don’t Want). Now look through what you’re keeping. Set aside anything that needs repairs, with a deadline of three months or so until they are too are sold or donated.


5 Make purging a routine. Of all the organizing principles, it’s the most difficult, yet it yields the most visible results. If you have trouble letting something go, box it up for a year. If you still haven’t needed it, you’ll be more ready to toss it.


Keeping it together


1 Start creating new organizing systems by analyzing how you use and store your stuff (see 128 Store Anything). Some organizers call it being “motion minded.” Hang a bucket filled with sponges, rags, soap and wax in the garage. Keep the coffeemaker next to the sink for water, and store coffee, filters and cups nearby. Pay attention to how often you use things as well. Place frequently needed items at eye level and at the front of shelves; put less frequently used items at the back, or on high or low shelves.


2 Ask yourself how a particular task or area could be made more efficient, and continue to refine your systems until you’re happy with the result. Whatever you try, make it simple. Anything else sets you up for failure.


3 Purchase containers that fit the task. Clear, stackable, sturdy, air-and watertight containers offer security, access and visibility.


4 Label containers, folders, boxes and files clearly so everyone in the family knows where things go, and you can quickly identify contents. Unlabeled CDs, videotapes, folders or boxes are a guaranteed time waster. See 57 Live Better Through Labeling.


5 Be conscious about acquiring new stuff. Before you purchase something, make sure you have a place for it. Better yet, purchase something new only if you get rid of something old. Buy only what you’ll really use—even if it’s a good deal or on sale. Say no to castoffs from friends and family. When in doubt, live without. See 15 Live With Less.


6 Recognize that you can’t do it alone all the time—that’s part of being organized. Get help from relatives, friends or professionals if you can’t keep up with routine chores; you aren’t good at doing what needs to be done; you don’t know how to do something and have no time to learn; or you recently went through a major life event such as a family death, divorce, job loss or change or a move. If you’re too overwhelmed to even start, call in the cavalry (see 5 Hire a Professional Organizer).


Warning


Before you head out to buy new containers to stash your stuff, measure what’s going in them first to make sure everything fits.








2 Set Priorities


If you had only a year to live, what would you do? How you choose to spend your time reflects what’s truly important in your life. If you’re constantly longing to have more time for the things and people you love, perhaps you need to shake up your priorities.


Steps


1 See 16 Set Goals. When your values are clearly defined, you can look at the things that are most important to you and compare them with how you actually spend your time and money.


2 Examine how you handle the conflicting demands of home, family, relationships and work (see 14 Balance Home and Work).


3 Pay attention to resentments—they often reveal needs that aren’t being met. If you’re growling at your children or spouse, you may be running on a deficit of time to yourself—to work out, read or simply be. If you resent the tasks that fill your workday, examine how they stack up to your career expectations (see 167 Prepare for a Career Change). Re-establish balance in your life by delving into the true source of your anger.


4 Say no to additional commitments. Sure, it feels great to be in demand, but consider what it will cost you to take on yet another thing you don’t have time for. See 13 Say No Without Feeling Guilty.


5 Prioritize your spending. Write down what you’d like to have and be brutally honest about how much it will improve your quality of life. Then assess what it will really cost you to get the item—bearing in mind upfront costs, maintenance and potential credit card debt. When you spend your money on what you really need (like a reliable car), it makes it less painful do without things you merely want (like another pair of shoes). See 15 Live With Less and 228 Design a Savings Plan.


6 Keep the 80/20 rule in mind: 80 percent of the time is spent doing 20 percent of the work. Be aware of your peak energy periods and schedule your most critical tasks at those times. Bring the best of yourself to bear on the problems at hand and complete them more quickly and effectively. See 188 Organize Your Workday and 191 Schedule Appointments Efficiently.


7 Resist wasting time and energy surfing the Internet or constantly checking e-mail. Schedule those tasks after critical work is completed or in short power bursts. See 189 Get a Handle on E-mail.


8 Prepare for tomorrow. At the end of each day, make a to-do list for the next one. You’ll keep track of your tasks and save valuable time. Prioritize critical or urgent items. See 3 Write an Effective To-Do List.


9 Reward yourself for priorities well set—and achieved. See 405 Plan a Trip.
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Tips


If you can put off a task without penalty, do it.


Tackle fewer but higher priority tasks—you’ll meet your goals faster.


Who Knew?


Schedule time in your calendar to play, rest, exercise, visit friends, have a date with your significant other or kids, or just be alone. Actually seeing your priorities in writing can make it easier to set aside time for them.


Warning


Don’t be seduced by how easy a task appears—your time will be eaten up regardless of how important the job is, so spend that time wisely.








3 Write an Effective To-Do List


How many times have you’ve gotten somewhere only to forget what you needed in the first place? Note to self: Writing to-do lists saves time, energy, stress and even gas. A good list lets you forget—once you have a written reminder, your mind is free to concentrate on other things. A to-do list even helps you meet your goals. Whether you’re a legal pad, personal digital assistant (PDA) or back-of-the-phone-bill type, pick a system that works—and write it down!


Steps


1 Pull those scraps out of your pockets, purse and glove compartment, and gather them in one place. Where you choose to collect your thoughts depends on your personal style: If you like to cross things off, use a datebook, calendar or spiral-bound notebook that travels with you. If you prefer a more fluid system, write items on individual sticky notes and put them on a wall calendar. You can rearrange them as priorities change. Or stick the notes in your datebook and hit the road. See 11 Organize Your Contacts and 265 Create a Household Organizer.


2 Investigate the many electronic options for list makers. Your PDA is a great repository for all of your lists, including movies to rent, gifts to buy and business contacts who expect a call that day.


3 Categorize your to-dos, keeping like items together such as calls to make, things to buy and errands to run. Other categories might include gifts, projects, contacts, thoughts and goals. Order errand-related to-dos by shop and destination. See 4 Run Errands Efficiently.


4 Prioritize the items on your list to stay focused on what’s critical (see 2 Set Priorities). Revisit your to-do list regularly to re-assess and reprioritize as situations change, and to check off completed items. Keep a “This Week” or “This Month” section for items that aren’t immediate.


5 Buy a weekly calendar and use it for your to-do list. You can easily transfer leftover items to the next page, and you’ll have a record of your entire year at the end.


6 Post a to-do list with projects that take 5 minutes or less to complete. Have family members choose and complete a task every evening—changing a burned out lightbulb, pumping up bike tires, putting the library books in the car or rearranging the towel closet. You’ll free your weekends of small tasks and have time to tackle the big ones. See 36 Tidy Up in 15 Minutes.
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Tips


Remember those crazy dreams—and save them. See 16 Set Goals and review a lifetime to-do list every six months or so. Jump start your list with 491 Learn to Fly, 490 Run a Marathon and 501 Be Happy.


Give kids their own to-do lists. They’re an important and valued part of the family team, and your household routines will go much smoother. Even preschoolers will enjoy checking items off a list with pictures next to the words.


See ToDoListMagazine.com for more tips on handling life’s details.


Put reading 9 Organize Your Thoughts on your list.


Create checklists on your computer so that you can update and print them easily.


Who Knew?


Stash your to-do lists strategically. For example, keep a workout list in your gym bag and you’ll never leave your swim goggles home again.








4 Run Errands Efficiently


You look forward to the weekend for so many reasons—to relax, reflect and play. But if your downtime gets eaten up by trips to the supermarket, the library, the cleaners and every other spot on the map except your couch, then you need to retune your systems. Whether you live alone or have a large family, you can reclaim your free time by following these simple steps.


Steps


1 Read 10 Set Up a Reminder System and 2 Set Priorities. Make a list of your errands in order of priority, then group them by location so that you can get the most done in the shortest amount of time. Stick to your list.


2 Create an errand center in your house by setting up one of the following systems and encourage your entire household to use it (see 265 Create a Household Organizer).


• Post a blank laminated calendar and write in the month and the days of the week using an erasable marker. Then, on sticky notes, write down the errands to be completed and put the notes on the day the errands need to be done. Include any helpful phone numbers and directions.


• Pull out your spiral-bound to-do list (see 3 Write an Effective To-Do List) and create sections for to buy, to do and to fix. Use sticky notes to jot down any necessary phone numbers, contacts, addresses, measurements, serial numbers and other product-specific information that needs to come with you.


• Stash items near the door that need to go in the car. See 41 Return Rentals on Time.


3 Plan your most efficient route with errands grouped geographically. Save even more time by switching to a dry cleaner that’s near the supermarket that’s near your office. Plan your route so the grocery run comes last to prevent perishables from spoiling in the car. Or put a cooler in the trunk to hold those items until you get home. See 298 Organize Grocery Store Trips.


4 Stock up on frequently used nonperishable items only once a month to cut down on the number of shopping trips. See 302 Create Effective Shopping Lists.
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Tip


Make sure your cellular phone is fully charged before you hit the road. You can call some of the people on your to-do list while running errands. Just don’t talk and drive at the same time.


Who Knew?


If you use sticky notes, arrange them in the sequence of the stops you’ll have to make.


Write down your list of errands on an envelope and insert any coupons, addresses or other notes.








5 Hire a Professional Organizer


Suppose you have no talent at all for creating order out of chaos—much less for envisioning and implementing systems customized to your home and your way of life. It’s time to call in a pro. Choose the type of professional services you need, then pick up the phone and get the show on the road.


Steps


1 Ask neighbors and friends for recommendations. Inquire about the nature of the work they had done, how long it took, if the professional organizer provided hands-on assistance and which methods were used. Also ask if they continued to be organized after the professional left.


2 Contact the National Association of Professional Organizers (napo.net) for information on the field as well as referrals. NAPO members are bound by a code of ethics that includes serving customers with competency, integrity and strict confidentiality.


3 Ask the same questions you would ask any consultant: What is your background and training? How long have you been in the business? What is your particular area of expertise? Are you member of a professional association? Can I call your references?


4 Find out how much the organizer charges. Fees vary widely based on geographic location, experience and the type of services provided. Most residential organizers charge an hourly fee that may range from $25 to more than $200; some work on a fixed-fee basis; and some use a combination of hourly and fixed fees. For large projects, professional organizers may contract their services for a defined period of time on a retainer basis.


5 Clarify who will do what. Depending on the nature and the scope of the work, organizers adapt their services to the needs of the customer. He or she may set up the new systems and let you do the work, plow through the job with you, or take care of it alone.
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Tips


Professional organizers will often request an on-site consultation visit to better understand the nature of the problem and the extent of the services to be provided. Some charge for this visit, while others offer it for free.


Ask what supplies you’ll need to have on hand, such as bins and trash bags for sorting.


Who Knew?


Many organizers specialize in working with children, students, seniors or people with ADD. See 268 Organize Home Systems for ADD.


Some professional organizers will run errands for you.






	Residential


	Workplace


	Events







	
• Purge, declutter and organize all rooms, attic, basement and garage.


• Design a well-organized kitchen and bathroom.


• Organize closets.


• Organize collections, memorabilia and photographs.


• Organize garage sales.


• Organize a home office.


• Devise effective filing systems.



	
• Devise effective filing systems.


• Improve paper and work flow.


• Define and implement information and records management (for legal, medical and other offices).


• Implement time-management and goal-setting strategies.


• Organize finances for bookkeeping.



	
• Prepare for the sale of a house. Organize the packing and unpacking for a move.


• Supervise an estate sale.


• Plan and coordinate business and family events.


• Give seminars, workshops and training on professional organizing strategies.


• Plan meetings.















6 Meet Deadlines


You were the type who always pulled all-nighters to cram for exams. Now you’re still doing the same thing as deadlines loom, whether it’s for filing taxes, mailing holiday cards or completing work assignments. Use these tips to break down large projects into bite-size chunks and break the cycle. Soon you’ll be making those deadlines—with time to spare.


Steps


1 Read 16 Set Goals and 2 Set Priorities.


2 Identify when your project must be completed, then calculate how much time you have to do it. Depending on the project, this could be days, weeks or months.


3 Take into consideration what may sidetrack you. The more time-critical the task, the more important it is that you’re realistic about what else is on your plate.


4 Break large projects into smaller subtasks. For example, you can divide wedding planning into getting a dress, finding a reception location, hiring a caterer and so on (see 324 Create the Ultimate Wedding Checklist). To come up with an accurate schedule for the project, estimate how long you’ll need to complete each sub-task, making sure to build in time for unforeseen circumstances or delays.


5 Define each subtask, and set start and end dates for each. Make sure you continually evaluate how realistic your time frame is. If you’re running out of time, and there’s nothing you can do about it—such as the meeting starts in 48 hours—then get creative and start trimming tasks.


6 Create a check list and schedule for each subtask (see 3 Write an Effective To-Do List). Use whatever system works for you to stay on track: a daily check-in with your schedule, a tickler file on the dining-room table or an alarm on your personal digital assistant (PDA).


7 Enlist help from reliable colleagues or friends—you’ll not only save time but also empower others on your team when they contribute to the overall project. Delegate all tasks except those that only you can get done. Schedule regular meetings with your team to make sure subtasks remain on schedule and within budget.


8 Cut corners where you can without affecting the overall quality. Re-evaluate your deadline and keep consolidating tasks and cutting extras until you can get the job done.


9 Take care to assess the situation with a calm head as you go along. Big projects can quickly snowball.
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Tip


Use scheduling software such as Microsoft Project to help set up your tasks and automatically adjust critical dates when delays crop up. Make use of the Sheets feature to organize and keep a record of all relevant information.





10 Identify certain tasks that may be holding up the works or are simply not going to get done in time. If possible, hire someone to help you.


11 Gather your team after the deadline has been met. Discuss the project and determine if goals were met, how the process could have been improved and how team members performed. Ask for honest feedback from everyone with the understanding that your ultimate desire is improved performance on the next deadline.





7 Deal With a Flood of Mail


Save on long-distance rates! Don’t miss this sale! Pay this bill! While the U.S. Postal Service prides itself on delivering the mail come rain, sleet or snow, you could use some shelter from the storm. Reclaim your kitchen counter—and your life—by adopting one or all of these strategies.


Steps


1 Keep your filing system simple and weed on a regular basis. See 185 Create a Flawless Filing System and 184 Conquer Your Paper Piles.


2 Establish a mail station in your home or office using, for example, two baskets and a trash can. Sort mail immediately and try to touch each piece only once: act on it, file it or throw it out.


3 Recycle junk mail without opening it.


4 Keep a basket at hand where you can toss the magazines and catalogs. Once the basket is full, recycle the contents after tearing out (and filing) any articles you want to keep. See 52 Categorize Newspaper and Magazine Clippings.


5 File only those papers you need to retain, such as taxes and personal documents. Ask your accountant to clarify how long you should keep different documents. In general, keep bills from the previous month, then shred and toss them once they’re reconciled. (You’ll need to hang on to bills longer if you’re self-employed—see 232 Organize Important Documents.) When in doubt, ask yourself if you can obtain a legitimate copy of a document if you had to.


6 Protect yourself against identity theft. Shred any documents that contain account numbers, Social Security numbers or other personal, sensitive information.
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Tips


See 229 Simplify Bill Paying.


Opt for electronic subscriptions of magazines and newspapers, if available, and print out only what you want to read.


Who Knew?


Cut down on the amount of junk mail you receive. Remove your name from junk-mail lists by contacting the Direct Marketing Association (www.dmacon sumers.org/offmailinglist.html).


Warning


If you don’t have a shredder, tear up and separate pieces of sensitive documents.








8 Overcome Chronic Disorganization


You’ve battled a chaotic house, office and desk all your adult life. Bills go unpaid because you’ve misplaced them, trash piles up and you’re wearing your last pair of clean socks. Regardless of your best efforts and unflagging desire to overcome the clutter, nothing seems to work. Take heart. The following strategies may get you on the way to overcoming chronic disorganization.


Steps


General tips


1 Identify the reasons why you are terminally disorganized. Do you have ADD or ADHD? If so, this is a clinical disorder that can be treated. See also 268 Organize Home Systems for ADD.


2 Take it one step at a time. Before you can mop or vacuum the floor, you need to pick up the toys, clothes and shoes. Reward yourself for each tiny task, and you’ll be inspired to keep going.


3 Learn to let go of unrealistic expectations. Your home or office may not win any cleanliness awards, but having a system that works for you will make the difference.


Pair up


1 Hire a pro if even thinking about the task ahead overwhelms you. See 5 Hire a Professional Organizer.


2 Hire a weekly cleaning service to help you keep your home clean. See 64 Get Ready for the Housecleaner.


3 Ask a friend or relative to be your “organizing buddy.” It will greatly increase your chances for success. Pick someone you trust and who can be totally honest, because he or she will be a hands-on partner every step of the way. Your buddy will help you overcome your reluctance to part with objects, haul your discard pile to the curb and help you figure out what to do with the remainder. Together, read 1 Get Organized for details on downsizing.


Clothes and objects


1 Clear a table or an area of the floor to use as a sorting stage. Define sections for the following categories: keep, give away or sell, fix, and discard.


2 Stand at a distance from your stuff and have your buddy be the one to pick up each item for you. This will make it easier for you to determine what to do with it.


3 Instruct your buddy to put each item in the appropriate pile.


4 Go through the keep pile and distill it further. Make sure everything that stays has a home in your house.
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Tips


Tackle one room at a time. Each effort you make is a step in the right direction.


Contact the National Study Group on Chronic Disorganization (nsgcd.org) for tips and referrals to professional organizers.


Clutterless Recovery Groups (clutterless.org) has a bulletin board for people seeking clutter buddies.


Who Knew?


Read 184 Conquer Your Paper Piles and 185 Create a Flawless Filing System. When filing papers, pick up each document and mutter (yes, mutter!) the first sentence that comes to mind. Have your buddy write that sentence on the folder and place the document inside. Examples are “Things I’ve Been Putting Off,” “Stuff I Can Never Find,” “The Good Old Days” and “When I Win the Lottery.”


Or, organize your folders around emotionally oriented subject areas. For example, keep folders containing packing and travel checklists, travel insurance, and passport together in a drawer labeled “Stuff for Traveling.”





5 Donate designated items to charity, and set up a yard sale or eBay.com account to sell the rest (see 12 Get Rid of What You Don’t Want). Ask your buddy to put the discard items in the trash if you can’t bear to do it.


Pare down


1 Define an in/out ratio that will help you keep your clutter under control. For example, if you bring an item into your environment, get rid of two items. Your clutter will decrease dramatically.


2 Keep the lid on clutter by scheduling regular maintenance sessions with your organizing buddy.





9 Organize Your Thoughts


Lightbulb! A brilliant idea suddenly strikes. But how do you maximize that creative thought before it disappears? Try mind mapping, a technique of organizing ideas visually created by Tony Buzan in The Mind Map Book: How to Use Radiant Thinking to Maximize Your Brain’s Untapped Potential. Mind mapping helps you sift through complex thoughts and work out practical solutions. Use it to take notes, develop concepts or sketch out an overview. Give it a try during your next brainstorm.


Steps


1 Get a pencil with an eraser and a big piece of unlined paper. Write the project title, a short phrase or a symbol of your main idea in the center of the page. Then draw a circle around it.


2 Add other important concepts around the outside of the circle. Write quickly without pausing, judging or editing yourself. Use strong words instead of long explanations.


3 Think about the relationship of the outer items to the center one. Relocate relevant items closer to each other for more accurate or realistic representation of their interconnections.


4 Draw lines radiating out from the center circle and label them with the major subheadings.


5 Incorporate new ideas into the map appropriately. As you look for meaningful relationships between the ideas, you are mapping knowledge in a manner that will help you understand and recall new information.


6 Get creative: Combine concepts to expand your map, add more detail and explore tangents. For many people, symbols and pictures that represent ideas are easier to identify and remember than words.
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Tip


People with dyslexia may find mind mapping particularly helpful since it relies on images and colors, and not words.


Who Knew?


Look for software at MindGenius.com and ConceptDraw.com, among others, if you would like to produce high-quality maps that you can easily edit and redraft. A computer mind map will also allow you to write sentences of explanation for yourself or others while keeping extra information hidden until it is needed.








10 Set Up a Reminder System


What if there existed a magic system—one that always told you what bills needed paying or birthday cards sending (and when), where to find directions to the company retreat and when the cutoff was for buying season tickets? Relax. It exists—and in a format that works the way you do. Train yourself to use a reminder system and you’ll never forget to take care of a critical item again.


Steps


1 Buy a wire step rack or accordion envelope and folders marked with the months of the year. Number a set of plain folders for the current month, one for each day (you’ll reuse these every month). Slip all folders into the rack or envelope.


2 Pull all time-sensitive notes, stickies, papers, bills and invoices from their scattered locations. File each in the folder that corresponds to the date on which you need to deal with that item. Slip bills into folders 15 and 30 for payment on those days (see 229 Simplify Bill Paying). Stash your smog certificate in the folder for the week before it’s due. Follow suit with all other paperwork.


3 Jump to the monthly folders for those items that require action next month or later in the year. Put year-end bank statements and 1099s in the March or April folder, your cruise tickets in the June one and a list of back-to-school supplies in September. When you get to the end of the current month, pull out the next month’s file and stick all those items in the appropriate daily folders.


4 Make efficient use of your calendar if you’re in the habit of checking it regularly. Sit down once a week and pencil in all the dates and deadlines you need to remember in the week (or month) to come. Or write action items on colored sticky notes for easy transfer to another day if plans change. Each day, move stickies onto your to-do list and take critical information with you.
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Tips


Tie your reminder system to your planning calendar and to-do list so that you coordinate all three systems at the same time every day. See 3 Write an Effective To-Do List and 266 Coordinate a Family Calendar.


Get in the habit of taking a quick look at today’s folder every morning.


Include names, addresses, phone numbers and directions when you’re penciling in items to remember.


Who Knew?


Let your computer be your personal assistant. Set up automatic reminders with scheduling and calendar software. Synchronize your software with your PDA and take your reminder system with you.





11 Organize Your Contacts


You have lots of great options when you finally upgrade that address book you’ve had since college. Paper-based planners, contact management software, personal digital assistants (PDAs) and smart mobile phones can all help you get your contact information in order.


Steps


1 Decide if you’re an ink-and-paper person or if you like to deal in digital.


2 Use only one address book. Don’t keep separate books for home, work and other activities; instead, keep all the information in a single address book that’s broken out into categories.
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Tip


PDAs and mobile phones equipped with Bluetooth can synchronize with Bluetooth-enabled computers if they’re within a few feet of each other—and you don’t have any cables or cradles to worry about.





Warning


Protect your information against loss. If you have a paper organizer, photocopy it regularly. If your system is electronic, synchronize and back up often, and don’t let the batteries run down.


3 Collect all your addresses before entering them. Don’t forget club rosters, alumni address books, community resources, doctors and professional associations, in addition to your personal address book. Check that addresses are current and correct, and update those that aren’t.


4 Keep track of birthday and holiday cards—whom you sent them to, and who sent them to you—in your book, and file reminders in your tickler system (see 10 Set Up a Reminder System).






	EQUIPMENT


	FEATURES







	Paper Organizers


	
• Classic printed organizers, such as Filofax and Franklin Covey, are fast and flexible, but they can be bulky and heavy.


• Write names in ink, but addresses and telephone numbers in pencil.


• Make sure your organizer can accommodate new pages when the address book gets full. You may need to buy them from the organizer’s manufacturer.








	Contact Management Software


	
• This software is aimed at salespeople, but it can be helpful for busy house-holds, too.


• Choose a product that can share addresses with your computer’s e-mail program. Microsoft Outlook and Piaxo.com are some examples.


• Look for software that will synchronize with your mobile phone or PDA.


• Use the program’s mail merge feature to personalize a form letter; You can even send personalized bulk e-mail. (Won’t your friends love that?)








	Personal Digital Assistants (PDAs)


	
• Small, lightweight and powerful, even an inexpensive PDA will beat a paper organizer in terms of features—but some find learning to write on a PDA a difficult obstacle.


• Enter your information on your computer and then synchronize, rather than scratching alt the information on the PDA’s tiny screen. There’s no sense in making this task more tedious than it has to be.


• Tap into the other features that come with your PDA. For example, you can add a birthday to a person’s address record, and then have that birthday appear on your electronic calendar (with a reminder a week beforehand).


• Use the security feature on your PDA so that a password is required to access important addresses and phone numbers.








	Mobile Phone


	
• Break out that user manual. Many newer phones have full address-book capabilities—not just numbers, but addresses and even birthday reminders.


• Look into wireless data services, such as AOL MyMobile (mymobile.aol.com), MSN Mobile (mobile.msn.com) and Yahoo Mobile (mobite.yahoo.com), that you can access via your mobile phone. They include address-book functions. Find out if your phone service can support these.
















12 Get Rid of What You Don’t Want


You did it. You sorted your stuff—so now what do you do with those toss and give-away piles? There still may be use and life left in your discards, and with a little effort, you may even convert some castoffs into cold, hard cash as well as deductions on your next tax return. Use this chart to get started. Also see 95 Plan a Yard or Garage Sale and 50 Sell Stuff Online.






	ITEMS


	WHAT TO DO







	Clothing


	
• Sell at a garage or yard sale or online.


• Consign never-worn or designer-brand items less than 2 years old.


• Sell vintage clothing (made more than 20 years ago) to retro stores.


• Donate to charities and shelters. Worn out sneakers can go to Nike at nikereuseashoe.com.








	Wire Hangers


	• Give to dry cleaners or to charity stores (must be clean and in good shape).







	Eyeglasses


	• Donate to the Lion’s Club Recycle for Sight program (lionsclubs.org). Drop off locations include Goodwill, Lens Crafters stores and community offices.







	Towels, Blankets and Linens


	
• Drop off at a humane society.


• Give items in decent, usable condition to shelters for homeless people and for battered women.








	Magazines


	
• Donate to hospitals, nursing homes, veterans services and doctors’ offices.


• Donate magazine subscriptions to public libraries and schools.


• Recycle.








	Books


	
• Sell to book resale stores or online.


• Donate to charities, schools and shelters.








	Computers, Monitors, Printers, Scanners, Copiers and Fax Machines


	
• If only a year or two old, sell online or through the classifieds. Always use scrubbing software to remove all data from the hard drive.


• Donate to ShareTechnology.org and other organizations if still working.


• If equipment is not working or is outdated, contact your county waste-disposal department, computer or office equipment recycler or salvager for disposal guidelines. Often there is a nominal fee for disposal, typically calculated by weight, to pay for removing toxic components. See RecycleAPC.com. Remember, you can’t throw these items in the trash.








	Televisions, VCRs, Camcorders, Telephones, Stereos and Radios


	
• Sell or donate if in good working order (cell phones can go to programs such as DonateAPhone.com).


• If not working, contact your county waste-disposal department for options. Often you pay a nominal fee or no fee at all for disposal.








	Records, Cassette Taps, CDs and Video Games


	
• If in excellent condition or of unusual interest, contact a reseller.


• Sell at a garage or yard sale or online.


• Donate all but records to shelters and schools.








	Batteries


	• Check out BatteryRecycling.com for information on recycling used dry cells from cell phones, laptop computers, flashlights, cameras, watches, hearing aids, toys, two-way radios, electric tools, clocks and electronic devices.







	Musical Instruments


	
•Sell to a resell store such as Music Go Round (musicgoround.com).


• Donate to a school’s music program.








	Sports Equipment


	
• Sell equipment in excellent condition on eBay or to a resell store such as Play It Again Sports (www.playitagainsports.com), or donate to organizations like Second Swing (2ndswing.com).


• Donate to youth sports programs or schools.








	Plastic or Foam Packing Peanuts


	• Drop off at a packing and shipping store for recycling (must be bagged, clean and dry).







	Appliances


	
• If in working order, sell through the classifieds or a garage or yard sale.


• Contact your county waste-disposal department or Sears.com to find a licensed appliance recycler. Expect to pay a fee for disposal.








	Vehicles


	
• Donate to auto-maintenance technical schools or charities such as the Cystic Fibrosis Foundation (cff.org/cardonate), where the cars are sold at auction and the proceeds benefit programming. Contact the National Vehicle Donation Program (www.auto-donation.com) for more information.


• Sell through the classifieds, CraigsList.org or other online services.


• Sell to auto-salvage or scrap-metal dealers (usually they’ll take only models less than seven years old).








	Tires


	• Contact local service stations, tire retailers or your county waste-disposal department (usually they charge a nominal fee for disposal).







	Vehicle Batteries (car, boat, motorcycle, golf cart, snowmobile)


	
• Turn in the old battery when you buy a new one, since it can be illegal to put vehicle batteries in the trash. Otherwise the retailer will charge a $5 fee (refundable if you bring in the old battery with a receipt within 30 days). Drop off batteries at a Triple A location (aaa.com) during its annual Earth Day battery roundup.


• Wear gloves when handling batteries, and keep all items upright in a sturdy box or container to prevent spills, shifting or tipping during transit.








	TIPS


	
Charities can accept donations only of items in good to excellent condition with no need for repair. That means no rips, holes, stains or scratches. Donating items that fall outside the guidelines places a financial burden on the charity for additional dumpster costs.


If your discards are too much for weekly garbage pickups, rent a dumpster. Your neighbors might split the cost to be able to clear our their garage, too. Look in the yellow pages under “Garbage and Rubbish Collection” or call (800) GOT-JUNK to arrange for pickup.


If something isn’t in good enough condition to sell or donate, put it out on the curb with a “Free” sign. If it doesn’t disappear in a few days, toss it.















13 Say No Without Feeling Guilty


Are you chronically overcommitted? Rushing from one task to another, with no time for yourself? The key is to have a strong vision of what you want to say yes to. Then you’ll feel far more confident saying no.


Steps


1 Decide which activities you truly love. If you stay focused on those things, then the next time you are asked to volunteer or get involved in a time-consuming activity, just check in. If the request takes you too far from what you are already dedicating yourself to, it’s easier to say no (see 16 Set Goals).


2 Get over the need to be nice. Stop being afraid to disappoint people, and let go of the sense of importance you get from being indispensable.


3 Be clear when you say no. Ambiguities like “Maybe after the first of the year” or “Let me get back to you” leave the other person thinking you’re actually interested, when you’re not.


4 Practice saying no in nonthreatening situations, when you have little at stake and success is almost assured. Then you’ll work up to resigning from the board of directors and stop signing up for committee work. Learn that carving out time for yourself and your family requires no reason and no apology.


5 Say no to requests for money in simple language and give no explanation. Contribute to the causes that excite you and complement your values. Then you’ll feel confident saying, “My contributions have already been allocated this year.”
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Tips


Keep it simple. The most effective nos are the least complicated. The more details you supply, the more likely the other person will challenge you or try to change your mind.


Make a compromise while you’re learning to say no. If you’re asked to bring cookies to an event, opt for store-bought sweets instead of slaving away in the kitchen.


Re-evaluate your current commitments. You may have agreed to a long-term commitment months ago, but now see that it’s not working for you. Talk with the people involved and come up with an arrangement that works for everyone.





14 Balance Home and Work


Missed another dinner party or recital because you were stuck at the office? Do you spend weekends catching up on work rather than being with your family or friends? The trick to creating a healthy balance is to be conscious of what you’re doing and when you’re doing it.


Steps


1 Read 16 Set Goals and ask yourself what really matters. To create the life you want, first define what’s most important to you, then develop a plan that helps you prioritize and balance those things.


2 Assess your financial needs (see 228 Design a Savings Plan) to see if you or your spouse can cut back on work hours.


[image: Image]


Tip


Take advantage of maternity and paternity leaves, sabbaticals, and other company-sponsored programs when available. See 162 Plan a Sabbatical and 256 Set Up Maternity or Paternity Leave.





3 Find out if your employer will allow telecommuting, job sharing or a part-time schedule. Look into child care assistance (for emergencies, during spring break and the holiday season, see 263 Arrange Quality Child Care); employee assistance on topics such as stress and time management; educational and training opportunities; and fitness membership assistance.


4 Put a cap on time spent on work whether you are in an office or at home. Let your family and co-workers know what those limits are. With clear parameters you’ll work more effectively, and your family may be more supportive. When the time is up, stop working and focus on your family. Make vacations strictly off-limits for work.


5 Learn how to switch gears. Turn off your computer at 5:30 p.m. Stop multitasking at dinnertime so you can focus fully on your kids or spouse. Make 6 p.m. to 8 p.m. a no-phone zone.


6 Keep the clutter at bay. Prepare a house maintenance schedule and stick to it. If you can afford it, have your house cleaned on a weekly or biweekly basis. A well-maintained house requires less work to keep clean, which results in more time for family and fun. See 1 Get Organized, 37 Conquer Clutter and 36 Tidy Up in 15 Minutes.


7 Resist the urge to fill your family’s time with scheduled activities. Practice, lessons and clubs will keep everyone’s calendars full and stress levels high. Allow for completely unscheduled free time—even if it feels odd at first. See 266 Coordinate a Family Calendar.


8 Ask your family to use whatever message system you’ve set up (see 265 Create a Household Organizer).


9 Use the weekend for a real change of pace. If you work at a computer all day, crank up the volume on the weekend with a bike ride, gardening or a trip to a nearby park (see 452 Plan a Tour of the National Parks). If, however, you’re racing nonstop all week long, then bask in quiet indolence come Saturday.


10 Build in time that’s just for you. Make trades with your spouse to get time off from the house, the chores and the kids. Stay connected to friends. Make it a priority to work out and find a way to make it fun (see 25 Design Your Workout Schedule).


11 Do a status check every six months. Review your goals and your priorities. Continue to pare down belongings, commitments and responsibilities until you find a mix that works for you.


Warning


If the stress is overwhelming, talk to a professional therapist. Your work’s human resources department may be able to confidentially refer you to counseling that’s covered by your insurance.








15 Live With Less


It’s been said that this is the first generation living in a total credit-card economy, one in which getting ahead has become more important than staying out of debt. As people become overwhelmed by working ever harder to pay for more stuff, frugal living is a hot topic again. Proponents of voluntary simplicity or living below your means (LBYM) make conscious spending decisions to live a full and rich life.


Steps


1 Read 226 Set Up a Budget and audit your own spending habits. Compare your expenses (including debt) with your income. If you’re consistently spending more than you earn, it’ll be no surprise that you’re carrying a larger and larger debt load.


2 Make a list of short-, medium- and long-term financial goals (see 16 Set Goals). List in detail what you’ll have to give up in order to meet each. Give yourself a reasonable period of time to practice your new spending habits in order to see progress.


3 Go through your belongings and cull as much as you can. See 1 Get Organized and 12 Get Rid of What You Don’t Want.


4 Favor quality over quantity and buy the best you can afford. You’ll save money in the long run since high-quality items last longer and require less maintenance. This applies to adult clothing, furniture, electronics and cars. On the other hand, buy used quality kids’ clothing and toys every chance you get.
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Tips


Charges made using your debit card are automatically deducted from your checking account—and therefore are interest-free.


Barter everything—babysitting to sewing to carpentry and plumbing—with family and friends. Type “barter groups” into a search engine for a wide range of bartering sites, groups and links.


Buy pre-owned quality items.


Cruise secondhand and thrift stores for quality and designer clothes at a fraction of their original price.


See 227 Get Out of Debt and 228 Design a Savings Plan.






	AREA


	ACTION







	Spending


	
• Set up a budget against which you can track your expenses.


• Pay cash rather than using a credit card. Cash lends transparency to your spending.


• Refinance your mortgage at lower interest rates. Pay off high-interest loans first.








	Debit and Credit Cards


	
• Use debit cards for your personal and household purchases so the money is automatically deducted from your checking account and no interest is charged.


• Get rid of high-interest credit cards. Consolidate credit-card debt in a low-interest equity line of credit or tow-interest credit card. Reduce the number of credit cards to one or at most two cards.








	Saving


	
• With every paycheck, put some money aside in a savings account immediately.


• Drop your spare change into a dedicated jar. At the end of each month, put the money into a savings account.








	Entertainment


	
• Buy used books, music, videos and DVDs, or borrow them from the library.


• Cancel subscriptions to magazines you don’t read. Limit your newspaper subscription to the Sunday edition and read the online version during the week.


• Cancel cable TV subscriptions and pick up a book instead.















16 Set Goals


Goals and dreams aren’t trivial. They reveal where hidden gifts, passion and vitality lie. Whether it’s to skate in the Olympics, sing in a choir, remodel your bathroom or do stand-up comedy, when your goals are clearly stated, they are much more likely to be achieved.


Steps


1 Dream a little: What do you want to do, see, accomplish and experience? Look at a wide range of areas while you’re mulling over your life and your values, including your career, the arts, physical achievements, finances, education and public service.


2 Ponder more personal goals: How do you want to feel? Do you want to have a family? Create a stronger one? How would you want those who love you most to describe you and the life you live? Would you like to change your mind-set or how you relate to people? Improve a core relationship? Be truthful.


3 Review and reprioritize your goals until they reflect the life you want to live.


4 Set your lifetime goals. Then establish goals for 10 years from now, five years, one year—and then one month. Now prioritize them (review 2 Set Priorities).


5 Break each goal into subtasks that need to be completed. For example, if a financial goal is to be debt-free in two years (see 227 Get Out of Debt), you might decide to set up a budget (228 Design a Savings Plan), spend less than you make (15 Live With Less) and refinance your mortgage to lower your monthly payment. Set a time frame and priority for each subtask.


6 Use your daily to-do list (see 3 Write an Effective To-Do List) as a means to reach even your lifetime goals. Now that you’ve divided your goals into achievable tasks, incorporate those tasks into your fist and pick them off, one at a time.


7 Review and reprioritize your goals regularly and when you suffer inevitable setbacks. You may find that they change over time, or that certain objectives get put on hold while you work on others.


8 Bear in mind that your goals may affect your loved ones. You might do this work together. If you have kids, bring them into the loop and fully consider their opinions. If an objective is to spend more time together as a family, and one solution is for you to work only part-time, ask family members what material goods they’d be willing to give up to get more time with you. You might be surprised. (See 14 Balance Home and Work.)


9 Commit to carrying out your plan of action. You’ve already gone further than most. Stay focused on the process and reward yourself—or at least notice—when something you’ve always wanted is actually attained.
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Tips


In addition to not setting goals unrealistically high, be careful not to set goals too low. Aim for attainable goals that are just out of reach. When you accomplish one goal, you’ll have the momentum to move on to the next.


Use rewards not only as a prize for achievement but also as an encouragement to continue on the road to your ultimate goal.


When you write down your goals, pay attention to your language. Replace “I should” and “I’ll try” with “I will.”


If you find you are having trouble meeting a particular goal, look deeper into the causes for this. Learn from the experience and either reprioritize the goal or move on to something else.


Warning


Beware of setting goals for yourself that are actually a veil for someone else’s desires for you—your parents, your boss or your significant other.
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Life’s Nitty Gritty








17 Streamline Your Morning Routine


Leaving the house in a mad dash is more the norm than the exception for many. Whether you live by yourself or with others, making a few minor changes to your morning routine will have you heading out the door on top of the world. The trick is nothing fancier than taking care of as much as possible the night before.


Steps


The night before


1 Check your calendar and to-do list to make sure you have everything you need for appointments the next day and to cue your memory for any other necessary items. See 3 Write an Effective To-Do List.


2 Program your coffeemaker to start brewing that black magic before you roll out of bed. Purchase an electric hot pot for tea, hot chocolate and instant oatmeal. Pull out the blender, bananas and other dry ingredients for smoothie production.


3 Set the thermostat to kick on 30 minutes before your alarm clock goes off so the house is toasty when you’re climbing in the shower.


4 Move frozen food to the refrigerator to thaw for the next day’s dinner. See 297 Plan a Week of Menus.


5 Choose your entire outfit for the next day and do the same for your young kids. Don’t forget underwear, socks, shoes and accessories. You’ll never have to stare blankly into the closet every morning—plus you’ll have time to iron, shine, hem or sew.


6 Ask older children and teens to lay out their clothes, too. Load up a hanger with a complete outfit, or spread out clothes on the floor snowman-style. If you sign off on clothes the night before, that’s a power struggle you don’t have to deal with in the morning.


7 Prepare lunch fixings. Divide cheese, cut veggies and fruit into small plastic bags that can be grabbed in the morning. Assemble sandwiches or dish up a large pot of soup or chili into individual serving containers. See 314 Plan Healthy Lunches for Kids.


8 Double-check supplies. Make sure there’s enough milk, cereal, bread and fruit. If not, send an able body to the store after dinner. Have him or her put gas in the car too, if you’re running on empty.


9 Sort vitamins or medications into labeled pillboxes and put them on the breakfast table. Pour the cereal, too, if that helps speed things along.
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Tips


Warm up kids’ clothes in the dryer for a few minutes to ease them out of their pajamas and into clothes for a painless transition on frigid mornings.


Keep your morning free of bicker and balking by listing one or two breakfast options that your kids can choose from on a white board the night before.


Iron a whole week’s worth of clothing over the weekend.


A kitchen timer helps keep preschoolers focused and on task in the morning.


See 68 Set Up a Bathroom Schedule.





10 Make sure your children’s backpacks contain everything they need for the day, including uniforms, signed paperwork, book reports and projects (set up a checklist for older kids). Get your own bag and files ready as well (see 186 Organize Your Briefcase).


11 Determine whose turn it is to walk and feed the dog. You don’t want to forget about Rover while everyone is rushing out the door. See 18 Organize a Chore Schedule for Kids.


12 Hang a shelf at the door with hooks for keys, and use the shelf, a basket or an entryway table to stash sunglasses, purses, lunches, backpacks, hats, mittens, and leashes and plastic bags (see 70 Organize Entryways and Mudrooms). Keep a jar of change for bus, train, parking and toll money. If you have out-of-the-ordinary items to remember, put a sticky note on your keys: “Bring snacks for soccer practice.” Do a sweep to make sure important items are ready to go by the door.


In the morning


1 Set your clock a half an hour to an hour early to get some time to yourself. Work out, run a load of laundry, meditate, plan or prepare—in peace and quiet.


2 Get yourself ready first. If you’re showered and dressed, you’ll be better able to handle whatever comes up.


3 Use music to rock your routine. Choose one song to wake up to, another for someone’s bathroom time and a third for someone else’s dressing time. You can have a breakfast song, a getting-dressed song and a brushing-your-teeth song—whatever works. Burn a CD of everyone’s favorites and make your morning an off-off Broadway hit.


4 Post morning to-do lists for each family member. Give prereaders one too, with pictures to cue their tasks.


5 Turn on the news only if you can resist watching for one more segment. Get the weather, the top news and the traffic report—and get out. Same goes for the newspaper.


6 Give your spouse, kids and yourself a treat. Whether it’s waking up 15 minutes early for some snuggle time or occasional fresh blueberry pancakes instead of frozen waffles, spiking the routine with rewards makes it smoother and more enjoyable for everyone.


Who Knew?


Keep a stash of emergency supplies in the car: changes of clothes, hair brush, clips, pencils, snack bars and juice boxes. Stock a supply of portable yogurt, milk boxes (that don’t need refrigeration) and small plastic bags packed with cereal for those mornings that are a complete disaster.


If you have young kids, use morning TV time strategically or not at all. Save “Sesame Street” as a reward for when clothes are on, breakfast is eaten and everything is ready to go.








18 Organize a Chore Schedule for Kids


To keep the house running smoothly and efficiently, every member of the family should be on the chore team. Picking up after themselves, keeping rooms picked up and beds made are not chores—they’re just part of life. Assign chores based on kids’ age and competence.


Steps


1 Make a list of all chores to be divvied up.


2 Separate tasks into three age categories: beginner (preschoolers), intermediate (grade schoolers) and advanced (high schoolers and adults).


3 Assign or allow kids to take turns choosing age-appropriate chores. Beginner tasks include helping set the table and sorting socks; intermediate chores include dishwasher duty and pet care; advanced tasks include cleaning the bathroom, vacuuming and helping with meal preparation.


4 Give adults the leftovers if there are not enough able little bodies in your home.


5 Add more and bigger jobs as kids demonstrate aptitude and competence.


6 Rotate chores so that everyone shares the more odious tasks.
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Tips


To determine how many chores you should give a child, halve her age as a good rule of thumb. A 10-year-old would get five chores; a 16-year-old would have eight.


If a child whines about a chore or does it poorly, he gets an extra one the next week.


See 248 Teach Your Kids About Money for tips on allowances.





19 Organize Your Chores


Taking the time to develop a chore plan ensures that all of the rooms and their contents get cleaned on a regular basis, and that nothing is overlooked. Create a plan that accommodates your lifestyle so that you’re not pulling out your cleaning supplies every day.


Steps


1 Amend the chart (right) to fit your home and schedule. Use a calendar or spreadsheet program to record your chores plan.


2 Keep the daily chores balanced over the course of the week so that one day doesn’t have more chores than the others, and you’re doing a little bit each day. See 36 Tidy Up in 15 minutes.


3 Gather sponges, cleaners, vacuums, brooms, mops and buckets into one centralized location. Or put everything you need for one room in a basket or bucket and keep it in that room. See 65 Organize Cleaning Supplies.


4 Save the dirtiest, grimiest surfaces for last. In each room, work from low-contamination areas to high. For example, when you clean the bathroom, do the toilet last. This way you’re not re-introducing germs to surfaces you’ve already cleaned.
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Tip


Read 66 Organize Spring Cleaning and 266 Coordinate a Family Calendar.





5 Get some help. Read 18 Organize a Chore Schedule for Kids and recruit the rest of the household, or hire someone to clean.






	FREQUENCY


	CHORES







	Daily


	
• Load and unload the dishwasher or wash dishes.


• Nuke the sponge for 30 seconds to kill germs.


• Wipe down and disinfect countertops and stovetop.


• Move newspapers and magazines to recycling area.


• Put toys and games away.


• Return clothes to closets and throw dirty clothes in the laundry baskets.


• Make the beds.


• Clean cat litter box (if you’re not pregnant—see 254 Prepare for a New Baby).


• Sort the mail.








	Weekly


	
• Pay bills and file paperwork (see 229 Simplify Bill Paying).


• Drop off/pick up clothes from the dry cleaner.


• Vacuum rugs and mop floors (more often if you have a pet).


• Clean all kitchen surfaces and appliances.


• Empty wastebaskets.


• Clean bathrooms.


• Wash bed linens (see 77 Safeguard Your Home Against Allergens).


• Dust.


• Take out trash and recycling.


• Buy groceries (see 298 Organize Grocery Store Trips).


• Sanitize cat litter boxes.


• Wash and sort laundry.








	Monthly


	
• Dust blinds.


• Clean windows (one or two each month).


• Clean mirrors.


• Disinfect trash containers.


• Clean the refrigerator inside and out (see 306 Efficiently Use the Refrigerator and Freezer).









	Quarterly


	
• Dust the blades of ceiling fans.


• Replace air filters in central air unit.


• Replace water filters on tap and in coffeemakers.


• Declutter cabinets and closets.


• Drop off items to charity (see 12 Get Rid of What You Don’t Want).















20 Never Be Late Again


Are you punctually challenged? Always running behind? Are your friends tired of your tardiness? You’ve tried setting your clocks ahead and getting up earlier, but you’re still late. When it comes right down to it, punctuality is actually a habit that you can develop. Start now.


Steps


1 Read 16 Set Goals. Then glean strategic tips from 17 Streamline Your Morning Routine.


2 Consider the costs of being chronically late: You risk censure at work, you negatively impact the lives of friends and colleagues and you jeopardize your child’s record at school. Not to mention you crank up your own stress level. Voluntarily.


3 Make a commitment to arrive 5 minutes early—not just on time by the skin of your teeth, or on time only if traffic is easy and there’s a meter right in front. Punctuality is a planning decision, not a sign of good character.


4 Assess your own timeliness. Compare how long you think it takes to get somewhere with the reality—if you’re late all the time, this is easy. Are you perpetually 5 to 10 minutes late for appointments? Do you get to the movies when the opening credits are already rolling?


5 Scope out your destination in advance and find out how long it takes to get there. Always build in additional travel time, especially if the route is unfamiliar or if it’s a long trip. Instead of being caught by surprise, take into account traffic, public transportation delays and potential parking difficulties. Write down directions and take the time to print out a map. Get a copy of public transportation schedules and routes.


6 Resist the urge to squeeze in “one more thing” on the way. When you’re scheduling your day, write down when you’ll have to leave in order to get to an appointment on time, and leave then. Don’t delude yourself into thinking you now have extra time to do something else en route—even when you could.


7 Set a kitchen timer for 30 minutes before you have to leave if you tend to fritter extra time away and still end up rushing or late. When the timer rings, stop procrastinating and get a move on.


8 Start and end meetings on time. When time is running out, continue the discussion offline or schedule a follow-up meeting. See 191 Schedule Appointments Efficiently.


9 Make a date with your checkbook. Mark on your calendar two regular times every month (more if you need it) to take care of your bills rather than using those late notices as your call to action. See 229 Simplify Bill Paying.
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Tips


Call immediately when you realize that you will be late.


Go to bed earlier, set the alarm earlier and get up earlier.


If you just can’t seem to get to work by 9 a.m. because of traffic or kids’ school schedules, for example, see if you can work from 10 a.m. to 6 p.m.


Who Knew?


If you are constantly late for work but are on time for appointments in your personal life, maybe it’s because you hate your job. Do some soul-searching and think about getting a new job. See 167 Prepare for a Career Change and 166 Organize Your Job Search.








21 Schedule Television Watching


Have you ever been watching television and realized that three hours mysteriously went by? Sure, channel surfing is a guilty habit for some, but you can use your viewing time more wisely with a little forethought. And if you want to control your kids’ television time, work with them to figure out optimal schedules.


Steps


1 Limit your television intake. Don’t use the tube as background noise. Turn it off while you eat dinner, clean or go about other activities. Try turning on the radio instead. When the television is on, be sure there’s a reason for it.


2 Talk to your kids about television. While you of course want to limit the hours they watch and control what they see, you’ll also want to talk to them about the messages different shows and commercials are sending.


3 Consult the weekly guide and decide what to watch before flipping endlessly through each channel. This extra step will help you and your family think critically about how you spend your time in front of the tube.


4 Key in the selected shows’ six-digit PlusCode number (using the keys of your remote control) if your video recorder supports VCRPlus (vcrplus.com) instant programming. These numbers are published in standard television listings in the United States, Canada and many other countries in the world. For instant programming to work, you must have completed the one-time process to map the VCRPlus assignment number with the dial channel number for each station received in your home.


5 Buy a digital video recorder. Any DVR owner is likely to say it’s the greatest invention since sliced bread. TiVo, Ultimate TV, Replay TV and other brands of DVRs allow you to pause and rewind live television, and record a season’s worth of shows with a click of a button. You always have a menu of programs that you’ve prerecorded. And you can fast-forward through commercials, limiting your child’s (and your own) exposure to products. This way you can get through a 1-hour program in about 44 minutes.


6 Tape or buy several movies so you have them ready to pop in if you’re in a “500 channels and nothing’s on” funk.
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Tips


Record your favorite shows to DVD to take with you on the plane if you’re a frequent traveler. Play them on your laptop or portable DVD player.


There’s a big difference between watching television for entertainment and watching out of boredom. Choose your programs wisely.


See 137 Organize Movies, Music and Other Media.


Who Knew?


Set a weekly time limit. Have your kids identify their favorite shows, and together prioritize which shows make the schedule. Use the exercise to evaluate your own viewing habits and start making choices on how you want to spend your time.


If you get greedy and hack into your DVR to extend the hours, don’t go crying back to the manufacturer if it stops working. Tampering with the box will void the warranty.








22 Design a Healthy Lifestyle


Everyone knows that eating nutritious foods, exercising regularly and coping with stress are beneficial to the body and mind. But how do you balance work and family, friendships and hobbies without spreading yourself too thin? The solution is to incorporate these elements into a healthy lifestyle plan. Investing in professional assistance is a huge motivator and a small price to pay for a healthier, happier you.


Steps


1 Consult your doctor as you begin to map out your new lifestyle. He or she will help ensure a safe and beneficial regimen based on your age and physical condition.


2 Hire a personal weight loss and nutritional adviser to get you started. His or her guidance and expertise will help you formulate a plan that’s right for you and, more important, help you stay on track when you stray. See 24 Choose a Weight Loss Plan.


3 Seek out a professional trainer that you can relate to and develop a fitness program that you’ll enjoy and maintain for the long haul. Moderate exercise can improve your quality of life by firming muscles, controlling weight, strengthening the heart and lungs, improving circulation and digestion, burning calories, and building strength, endurance and flexibility. See 25 Design Your Workout Schedule.


4 Reduce your stress level by finding a mental or physical outlet that works for you. Exercise, yoga and meditation are proven to reduce stress and increase a feeling of well-being. Walking regularly has huge health benefits for people of all ages and fitness levels—and it’s free.


5 Get enough sleep. Lack of rest weakens your immune system and makes you susceptible to illness and disease. Also, drink plenty of water. It eliminates toxins, increases energy, aids in weight loss, and promotes better brain function.


6 Plan your meals in advance to avoid unhealthy choices such as fast or prepackaged foods. A weekly menu will help you stick to a more balanced diet and choose healthier options at the grocery store. See 298 Organize Grocery Store Trips and 297 Plan a Week of Menus.


7 Make time for your family, your friends and yourself. Cultivating new relationships, enjoying a hobby and sharing time with your family will allow you to stay focused on what’s truly important in life. See 14 Balance Home and Work and 15 Live With Less.
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Tips


Go outside more often to enjoy the sunshine and fresh air. Sunshine helps the hypothalamus and pituitary glands regulate appetite, sleep, body temperature, sexual functions, water balance and hormones.


Visit your doctor regularly to maintain a healthful lifestyle and detect early signs of illness.


Read 27 Prepare for Cold and Flu Season.


Warning


Dieting can be extremely harmful to your body if it’s not closely monitored. Make eating healthy part of your lifestyle, and you can eliminate crash dieting altogether.








23 Plan to Avoid Junk Food


Unless you move to a macrobiotic commune in Oregon, kicking the junk-food habit can be tough. Junk food is convenient, marketed aggressively, cheap to buy and hard to resist. Most Americans fail to lose weight because they’re programmed to consume far too much and to choose foods that are saturated with fat and salt (“Supersize those fries?”). See 24 Choose a Weight Loss Plan and take steps to reform that junk-food junkie within you.


Steps


1 Eliminate temptation at home. Clear out all the junk from your cupboards, and get the whole family on board for the effort.


2 Lay a healthful foundation by stocking up on ingredients for nutritious meals, desserts and snacks. If you eat healthy food at home, you won’t feel so bad when you splurge on an infrequent fast-food meal or candy bar.


3 Set realistic expectations for yourself by remembering to practice moderation. Total deprivation will only make your cravings more intense, so allow yourself a weekly treat for cutting back.


4 Identify those times of the day when you’re most vulnerable to a junk-food attack. Is it that relentless 3 p.m. cookie craving? The phone call from your client-from-hell that spurs a run to McDonald’s? Prepare ahead of time by having healthy, flavorful alternatives on hand—and if you still need to indulge, just have a bite or two and toss the rest. Better yet, schedule alternate activities for those times when you’re most likely to face temptation.


5 Choose grilled or broiled versions of foods that are typically fried. Grilled chicken sandwiches, grilled chicken and rice bowls, sandwiches with no cheese and a small amount of mayonnaise, fat-free or baked chips, water, and salads with light dressing are available at most fast-food restaurants.


6 Focus on eating healthy foods. Be sure the snack foods you keep in plain sight and hidden away are all good choices. Keep a fruit basket on your kitchen counter, table or desk. If you stock the refrigerator with exclusively healthy foods, you’ll eventually overcome the urge for fat and sugar-laden treats.


7 Avoid situations that may encourage a junk attack, like sitting in front of the television all evening. Resist those evil vending machines at work by bringing your own healthful snacks and leaving your pocket change at home.


8 Cook large quantities and put extra meals in the freezer. That way you won’t be tempted to make a junk-food run on your way home from work. See 297 Plan a Week of Menus.
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Tips


Listen to your appetite and adjust portions and ingredients—rather than deny yourself—to moderate your diet.


Give alternative, healthy fast food a try. The vegetarian fast-food industry is quickly expanding.


Get in the habit of reading food labels: If the first two ingredients are fat and sugar, it’s junk food.


Warning


Don’t take labels at face value. Many “low-carb,” “low-fat” or “no-fat” products are still very high in calories and dangerous trans fats.








24 Choose a Weight Loss Plan


News flash: There’s no magic pill to make the pounds disappear. But there isn’t a magic plan either. If you’re really ready to fight the Battle of The Bulge, your arsenal needs to include plenty of determination and common sense as well as regular exercise and a healthy eating plan that will work for the long haul.


Steps


1 Decide how much weight you want to lose. Most dieters hope to shed about 30 pounds, but this goal could prove unrealistic and discouraging to many people.


2 Learn how to monitor not only your body weight, but your Body Mass Index (BMI), a number that shows weight adjusted for height. Find your BMI rating on the Centers for Disease Control and Prevention site (www.cdc.gov).


3 Discuss how much weight you really need to lose with your doctor or a registered dietitian. Map out a total plan and timeline to achieve your weight loss goals (see 16 Set Goals).


4 Glean tips from the popular diet plans. Weight Watchers advocates portion control, balanced nutrition and limited intake of starches and sugars. Members attend weekly meetings for support and tips. In the South Beach Diet’s three-phased approach, you start out with major sugar and carbohydrate restrictions and gradually work complex carbs back in. Both South Beach and Atkins encourage a hefty intake of proteins and vegetables in order to trigger a slower release of sugars into the bloodstream and keep insulin levels steady. Figuring out a nutritional ratio for every meal, such as the Zone’s mix of 40 percent carbohydrates, 30 percent protein and 30 percent fat may not hold up in the long run, but it will train you to make educated choices.


5 Get moving. Regular exercise not only burns calories and increases your general fitness level but also speeds up your metabolism, which then burns more calories. (See 25 Design Your Workout Schedule.)


6 Make calorie-burning choices. Take the stairs instead of the elevator and skip the golf cart rental. Every little bit counts.


7 Put a positive support team in place. Studies show that having a coach, mentor or support group (such as those at Weight Watchers and Jenny Craig) is a huge help when making lifestyle changes. Or, find a friend who shares your goals. It’s much easier to stay motivated when someone else is slugging it out with you.


8 Work losing weight into your budget. Some plans cost money to join, others sell ready-made meals and books. And, fresh ingredients often cost more than fast food. You also may spend money joining a gym. You’ll find the benefits far exceed any monetary drawbacks.
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Tips


Remember that the key to any successful weight loss plan is to consume fewer calories than you burn, control the size of your portions, and eat a nutritionally balanced diet.


Drink lots of water and take a daily multivitamin.


See 499 Live to Be 100 Years Old.


Skepticism is a healthy thing when you’re considering a hot new dieting plan.


Who Knew?


Studies show that the people who stuck with the four popular diet plans—Dean Ornish, Weight Watchers, Atkins and the Zone—for a year lost only about 5 percent of their body weight.


Warnings


Fast, drastic weight loss can cause serious damage to your health.


Fad diets are just that—fads. They don’t stick around, because people come to the realization that they are not going to lose weight and keep it off just because they ate only meat, subsisted on grapefruit juice for 6 months or slurped cabbage soup. See FadDiet.com for a compendium of plans.








25 Design Your Workout Schedule


Whether you want to build muscle, increase aerobic capacity or just get into those jeans again, the only way to achieve success is to set up a workout schedule that fits your needs. The rewards of a steady workout schedule are priceless: lower stress, stronger heart and lungs, increased strength and flexibility, a shrinking waistline, better sleep and improved self-confidence. Keep at it long enough and eventually you’ll crave a good workout.


Steps


1 Be realistic about your current fitness level and choose goals, classes and activities that are appropriate. If you can’t remember the last time you put on those running shoes, start slowly to build both your strength and stamina without injuring yourself or burning out.


2 Invest in one or two sessions with a personal trainer. He or she can help you establish reasonable goals and present options that you may not have considered. See 16 Set Goals.


3 Start gradually. Do up to 30 minutes of cardiovascular work mixed with strength training three times per week or more. Also incorporate flexibility exercises into your workouts. Continually evaluate your progress and set new goals: As your general fitness improves, increase the length, frequency and intensity of your workouts.


4 Develop—with a qualified trainer’s help—a weight-lifting program that meets your specific performance goals. Strength training is critical to athletic performance and osteoporosis prevention. Lifting is most effective done every other day so that fatigued muscles have time to rest and rebuild.


5 Be sure to work the entire body consistently and balance opposing muscle groups. For example, if you work your quadriceps, hit the less visible but equally important hamstrings, too. You’ll gain overall strength and avoid injury.


6 Rotate your cardio work on the days you rest from weight lifting. Cross-train with a variety of activities instead of just one. You’ll challenge different muscles, prevent injuries due to overuse and avoid burnout.


7 Aim for a heart rate within your training zone. Subtract your age from 220 and multiply it by 0.6 and 0.8 to determine the lower and upper limits of your training heart-rate zone (some formulas calculate slightly higher heart-rate limits for women). You will not achieve cardiovascular benefits unless your heart rate reaches that zone. Maintain this rate for a minimum 30 minutes at least three times a week.


8 Schedule time in your calendar to work out. If you’ve got it written down, you’ll be more apt to keep the appointment.
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Tips


Rule of thumb: Working out three times a week will maintain your fitness level; more will increase it.


Work out with a friend or join a group or club to stay motivated.


For a list of exercises, including how many calories they burn per hour, check out NutriStrategy.com.


Unless you have access to a gym at work, choose a facility that is near your office.


See 361 Stick to Your New Year’s Resolutions.


Who Knew?


Always make warming up, cooling down and stretching part of your exercise routine.


Choose a diversified program you’ll enjoy for the long haul. If you find yourself getting bored with your routine, change it up. Instead of running 5 miles, do 3 miles alternating sprinting with jogging or walking. Opt for the open road instead of a spinning class. Join a master’s swim class.


Warning


When lifting weights or using any fitness machine, be aware of your form. If you’re unsure that you are performing an exercise correctly, consult a trainer to avoid injury.








26 Schedule Doctor Visits


Have you had a physical in the past decade? When was the last time you got your cholesterol checked? It’s easy to miss these important tests, especially if you rely on your overworked doctor to remember to order them for you. Before you make an appointment, call your insurance company: Some offer free or low-cost mammograms, cholesterol tests and eye exams.






	EXAM TYPE


	WHO


	HOW OFTEN







	Physical


	Men and women


	Yearly.







	Dental


	Men and women


	Twice a year after age 3.







	Eye


	Men and women


	
Every three to five years if you have no symptoms. Comprehensive exam every two years for ages 40 and up; after age 65, every year. Contact lens wearers and people with diabetes should get an annual exam at any age.


Ophthalmologists and optometrists check for glaucoma, tumors of the brain or optic nerve, cataracts and retinal degeneration. If you’re extremely nearsighted, you’re at increased risk for all eye diseases and should be checked annually.








	Breast


	Women


	
Starting at age 20, clinical breast exam each year and monthly self-exams. Get first baseline mammogram between 35 and 40. Between 40 and 50, get a mammogram every other year; after 50, get one yearly.


If your mother or sister had breast cancer before menopause and you are over age 25, get a baseline mammogram 10 years before the age your relative was diagnosed If you’re under 40 and find a lump, get a sonogram.








	Prostate


	Men


	Get an annual prostate-specific antigen (PSA) blood-test screenings after age 50, or annually after 40 if you have risk factors like family history or being African-American.







	Colorectal Cancer


	Men and women


	
If you’re over 50, get screened for colon cancer annually.


If you have a history of inflammatory bowel disease, gel tested more often. If you have a parent or sibling who had colorectal cancer or polyps before age 60, get tested 10 years before the age they were diagnosed. If you have had polyps at any age, start getting screened in your 40s. If you are at high risk, consider getting a colonoscopy first.








	Gynecological


	Women


	
Starting at age 18, get a yearly pelvic exam with Pap smear (test for cervical cancer): start younger it you are sexually active. If you have a history of abnormal Pap smears, ask for the new Hybrid II DNA test for chlamydia, a sometimes asymptomatic sexually transmitted disease that can lead to pelvic inflammatory disease and infertility.


At menopause, get an endometrial biopsy if recommended by your doctor.








	Bone Mineral Density


	Women


	
Get a baseline bone scan at age 65: your doctor will then determine how often you should be tested.


Get a bone scan after menopause if you have any risk factors: smoking, a history of nontraumatic fractures as an adult, low calcium intake, a history of steroid use or a weight of less than 127 pounds (57 kg). Ask for the entire bone-density printout (pictures of the scan in addition to the written report) for later comparisons.








	Cholesterol


	Men and women


	Starting at age 20, have a fasting lipoprotein analysis every five years, which checks your total cholesterol: low-density lipoprotein (“bad” or LDL), high-density lipoprotein (“good” or HDL) and triglycerides.







	Skin Cancer


	Men and women


	
Between ages 20 and 39, have a complete body exam every three years. Get an annual exam with a digital imaging screening if you have a family history of skin cancer; if you have many moles, fair skin, red or blond hair, or freckles; and/or have had excessive sun exposure as a child or teenager, or if you are over 40.


Do monthly self-exams to check for freckles, moles and suspicious lesions.








	TIPS


	
Follow your pediatrician’s guidelines for your child's vaccinations and checkups.


Be prepared to supply up-to-date insurance information. Add a photocopy of the health care cards of all family members to your personal calendar so that you have the required reference information on hand when making appointments. See 289 Organize Medical Records.


Bring a list of questions for the doctor. Once in the examining room, it’s easy to forget them. Then write down the answers to your questions.








	WARNING


	This chart is only a guide. Talk to your doctor about your choices.














27 Prepare for Cold and Flu Season


Studies show that the average person contracts about three colds per year, and those who are in contact with young children get even more. While there’s no cure for the common cold or the flu, you can take measures to protect yourself.


Steps


1 Know the difference between a cold and the flu (see chart, right). A cold can last two or three weeks; most people are better within seven to ten days. On the other hand, without proper care or attention, a flu virus can lead to bronchitis or pneumonia, each of which can cause permanent health damage. Each year, more than 100,000 people in the United States are hospitalized and about 36,000 die due to the flu and its complications.


2 Wash your hands. Frequent washing with warm water and ordinary soap for 10 seconds is one of the simplest and most effective ways to avoid catching a cold or the flu. Use antibacterial alcohol-based foams and gels when you don’t have access to soap and water.


3 Disinfect your home regularly. Spray the surfaces in your bathroom and kitchen with a mild solution of 2 to 5 percent bleach in water to kill viruses and bacteria.


4 Get a flu vaccination if you’re in a high-risk population:


• People living in long-term care facilities and group homes.


• Adults over the age of 65.


• Adults and children with chronic diseases such as diabetes, asthma, emphysema and kidney disease.


• Pregnant women who will be in the second or third trimester of their pregnancy during the flu season.


• People with weakened immune systems, such as HIV-positive individuals or cancer patients who are undergoing chemotherapy.


• Health care workers.


The vaccine is made with a killed virus that cannot give you the flu. Vaccines are not 100 percent effective, so you may still get a less severe case of the flu after receiving the vaccine. The vaccine takes about two weeks to become fully effective in your body, so prepare yourself before the season hits.


5 Discuss FluMist with your doctor if you are healthy and between 5 and 49 years. Approved in 2003 by the Food and Drug Administration, this flu vaccine is delivered through a nasal spray.
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Tip


See 497 Cure the Common Cold.


Who Knew?


Ask your doctor about Tamiflu (oseltamivir phosphate) and Relenza (zanamivir), which both help lessen and prevent flu symptoms and duration. For these drugs to be effective, they must be taken when you are first exposed to others suffering from the flu. If someone in your home gets the flu, other family members can possibly avoid getting it by taking these drugs for at least seven days. A person exposed to the flu because of an outbreak in the community can take the drug for up to six weeks.


If you’ve got a cold, don’t ask your doctor to prescribe antibiotics. They do not kill cold viruses and can lead to resistant strains of bacteria. Prevention is the best approach to combat the cold virus.





6 Eat a well-balanced diet. It’s essential to building a healthy immune system, and it provides sources of energy and nutrition for optimal growth and development. Taking a daily multivitamin—especially when you’re fatigued or stressed—also helps ensure that you will receive an adequate dose of minerals and vitamins.


7 Get plenty of rest. On average, humans require seven to eight hours of sleep every night. Lack of sleep can lower the immune system’s ability to react when needed. Without sufficient sleep, the immune system is hard-pressed to keep up with its nightly repair work, and creates an opening for opportunistic diseases.


8 Stock your medicine cabinet with a supply of single-symptom drugs such as cough suppressants, pain relievers and antihistamines. Cold symptoms tend to appear in sequence, not all at once, so multisymptom formulas often give you too much or not enough medicine for any given symptom. Avoid time-release capsules for the same reason. See 43 Organize the Medicine Cabinet.


Warning


The American Academy of Pediatrics recommends that aspirin and combination products containing aspirin not be given to children under 19 years of age during episodes of fever-causing illnesses, due to the risk of contracting Reye’s Syndrome. Children’s Tylenol and Children’s Motrin are safe when administered according to directions.






	SYMPTOMS


	COLD


	FLU







	Fever


	Rare in adults and older children, but can be as high as 102 degrees F (39 C) in infants and small children.


	Typically around 102 degrees F (39 C), but can go up to 104 degrees F (40 C). Usually lasts three to four days.







	Headache


	Rare


	Sudden onset, can be severe







	Music Aches


	Mild


	Usual, often severe







	Tiredness and Weakness


	Mild


	Can last two or more weeks







	Extreme Exhaustion


	Never


	Sudden onset, can be severe







	Runny Nose


	Often


	Sometimes







	Sneezing


	Often


	Sometimes







	Sore Throat


	Often


	Sometimes







	Cough


	Mild, hacking cough, can worsen


	Usual, can become severe














28 Get a Drastic Makeover


Everyone has a least-favorite physical feature. According to the American Society for Aesthetic Plastic Surgery, more than 7 million cosmetic surgery procedures are performed in the United States each year. Some could use some nonsurgical help as well. So whether you’re a straight guy in need of a queer eye or someone with a serious cosmetic issue to correct, you’ll need a game plan.


Steps


General tips


1 Decide just how dramatically different you want your new-and-improved self to be. Making a list of what you’d like to change (hair, makeup, wardrobe, job, friends) will help you prioritize your goals. See 16 Set Goals.


2 Consider the costs. Include wardrobe additions, hair and makeup styling, fitness and nutrition consultants, new furniture and remodeling fees (see 85 Plan a Remodel), as well as potential surgery and several weeks or more to recover. A drastic new look doesn’t come cheap. Establishing a budget will help you set your makeover limits and keep things in perspective. See 228 Design a Savings Plan.


Looks


1 Hire an image consultant to evaluate your current style, make wardrobe and beauty recommendations and tailor a makeover just for you. He or she will also connect you with the best stylists for your particular look. A full day’s consultation usually runs about $1,200. To begin your search, check the yellow pages under “Consultants” and “Image Consultants.”


2 Test new looks on Web sites such as the Makeover-o-Matic at Substance.com, VirtualMakeover.com and MyPersonalStyle.com. Scan your own photo and then test various hair and makeup schemes onscreen before you commit. Print your top picks on a color printer and bring the images for your stylist to work from. Style magazines are also a good source of ideas.


3 Take photos (front, sides and back) of your new style, cut and color. Then bring these photos when you return to the salon to make sure they get it right every time.


4 Get in shape and shed those extra pounds (see 24 Choose a Weight Loss Plan and 25 Design Your Workout Schedule).


Surgery


1 Decide what type of surgery you’re interested in. Popular cosmetic surgical procedures include breast augmentation, eye lifts, face lifts, upper arm lifts, dental work, nose jobs and liposuction. Prices range from $3,000 to $12,000 depending on the surgeon, your geographic region and how much surgery you’re having performed.
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Tips


lenhance.com, an online directory, helps those seeking cosmetic plastic surgery find a specialist in their area and provides detailed information on the various cosmetic procedures available.


The Advanced Aesthetics Institute (advanced aestheticsinstitute.com) specializes in full-service makeovers. Clients are assigned a beauty consultant “concierge” who recommends both the services and the players—hairstylist, plastic surgeon and cosmetic dentist.


Who Knew?


Before a doctor will consider you a candidate for plastic surgery you’ll have to lose as much weight on your own as possible.


Ask to see living examples of the surgeon’s work, not just photos in a book. Ask to have a frank talk with former patients.


Confirm exactly what the quoted prices cover, since some plastic surgeons’ offices quote the surgeon’s fee separately. Factor in other costly items like the consultation, anesthesia, supplies, medication, facility fees, hospitalization, compression garments and blood testing.





2 Interview several surgeons and ask how many procedures similar to yours each has performed, which is particularly important with new treatments. Identify a top-notch plastic surgeon via referrals from your physician and satisfied friends.


3 Make sure a prospective surgeon is certified by the American Board of Plastic Surgery and is a member of the American Society of Plastic Surgeons (plasticsurgery.org). The ABPS requires a five-year surgical residency plus two years of specialized training. Ask if doctors have surgical privileges at a hospital; if not, it’s possible their credentials fell short, so tread carefully.


4 Make the most of every cosmetic surgery consultation, which will cost you around $50 to $100 each. Ask questions about the surgeon’s education, specialties and experience. You’ll want to know everything about what will be done to you. Make sure that you understand all the possible risks and complications involved with the procedure. See 467 Prepare for Surgery.


5 Plan conservatively on a two-week minimum rest period in order to facilitate recovery and tissue repair. If you break the recovery discipline by doing too much too soon, you might tear your sutures and cause long-term damage and put yourself right back in the hospital. See 468 Plan Your Recovery.


Lifestyle


1 Read 1 Get Organized and 37 Conquer Clutter, then clear out your home.


2 Throw out or give away pieces of furniture that have seen better days. See 12 Get Rid of What You Don’t Want.


3 Experiment with bold colors and put a fresh coat of paint on your house—inside and out.


4 Create a budget (see 226 Set Up a Budget), make a list of what you need to buy (clothing, furniture, decor) and prioritize your list to keep costs in line. Shop to increase functionality and style at the same time—take a friend whose opinion (and taste) you trust, or hire an interior designer. Call your favorite department store and ask if they have a personal shopping service available.


5 Step out of your comfort zone and take a class in something you’ve always been interested in—wine tasting, art history and so on. Meet new people, make new friends. See 32 Plan Your Social Calendar.


6 Enjoy the new you!


Warnings


Make sure that any doctor you choose is a member of the American Society for Aesthetic Plastic Surgery (surgery.org). Check with your state’s licensing boards or the Web site of the American Board of Medical Specialties (abms.org) to verify board certification.


Consider a rushed consultation a red flag. If a surgeon doesn’t thoroughly advise you on possible side effects, potential problems and how much discomfort or disability to expect, you aren’t getting what you need to give informed consent to surgery, which is your right.








29 Arrange to Meet an Online Date


Does anyone meet without using the Internet these days? It’s getting to the point when soon people will mistrust relationships that don’t start at a keyboard. But there’s always that first meeting. You need to be mindful of your safety in any dating situation but even more so with someone you’ve only met online.


Steps


1 Get a picture or two immediately. As shallow as it sounds, there’s no sense in going forward if he or she is not your type.


2 Be restrained in deciding when to reveal your real e-mail address, and hold off giving out your phone number until you have established a solid, legitimate connection.


3 Meet as soon as possible, ideally after only four to six e-mail messages and a phone call. Late-night marathon sessions of pouring your heart out online can make strangers feel like soul mates—but you’re not. Conduct the “getting to know you” phase in person or at least on the phone.


4 Be honest—you won’t have to clean up things later. You can probably get away with little fibs (“’Survivor’? Never seen it. I was reading Proust last night.”), but truth always works better. Likewise, be on the lookout for dishonesty from your new friend. Small lies can be a sign of deeper problems.


5 Share details of your life judiciously. Obviously, you want to get to know this person, but don’t blurt. For both your physical and emotional safety, let the relationship progress slowly.


6 Arrange to meet in a neutral location that’s well-lit and full of people. Don’t give out your address, and don’t drive together. No matter how close you may feel, you do not know this person.


7 Meet for coffee on the first date, rather than dinner. If you know in one minute that this person is completely wrong for you—and you will—a quick and painless exit is worth its weight in gold.


8 Enlist someone to help. Have a friend stay close by, out of sight, when you meet your date. Or you might even consider introducing the friend to your Internet correspondent. If your date doesn’t like it, too bad.


9 Shut up and listen. Pay attention to things that don’t feel right. If your date claims to really like kids but has never spent any time with them and hates mess and lack of control, that’s valuable information.


10 Assess your overall compatibility with your date, not just your suitor’s physical appearance. Do you like the person? Is his emotional baggage a carry-on or a steamer trunk? Does she listen to you or just wait until it’s her turn to talk again? Keep your mind focused on exploring whether you two would be a good match and you’ll do just fine.
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Tips


Share what you know about this person with your friends and family, and listen to their feedback. They’re concerned for your safety, and their opinions are worth having.


Pay attention to what your suitor says about previous relationships and why they ended. You might be the one to disprove the adage that history repeats itself, but probably not.


Warnings


Beware of conversational subjects that are off-limits. If your date refuses to discuss past relationships or family, you’ve probably got trouble.


Listen for conversational references to mental illness, medications and strange family histories.


Don’t rush into physical intimacy; it’s wiser and safer to wait until you know more about the other person. Why risk emotional regrets or worse, sexually transmitted disease?








30 Plan the Perfect Date


You thought getting the date was the hard part? No, it’s way too early to congratulate yourself—you’re still just beginning. Now you have to come up with an exciting, memorable and fun series of events that will make you look like a romantic hero.


Steps


First date


1 Have a general idea about what you might do before you even ask about a date. If you suggest “Maybe we can get together sometime,” and you get a favorable response, follow immediately with “Great, how about next Saturday?” The idea is to move the conversation directly to the specifics, rather than stand there stammering like a simpleton.


2 Plan first dates to be able to talk and get to know each other for a brief time in a nonthreatening environment. A rock concert is exciting, but too loud; dinner at an overly romantic restaurant can be too intense. Coffee? Good idea. Pick something that lets either of you easily slip away from an awkward first date.


3 Get tickets to a theater opening, a concert or a ball game. Make sure it’s something your date will enjoy. Then, call well in advance of your planned meeting, and say that you might be able to get tickets for a big event. Ask your date if he or she would be interested. If the response is anything less than wholehearted enthusiasm, sell the tickets to your brother-in-law.


4 Be decisive. If your first idea bombs, think of something else and remember that sitting and talking in a great environment is the whole idea. Acting beleaguered will get you nowhere fast. Your attitude is far more important than the activity.
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Tips


Keep your plan flexible. Chuck it altogether and improvise if something’s not going well, or if it’s going so well that you don’t want to break the spell. Don’t worry about sticking to a predetermined schedule that has you rushing from one event to another.


If your plans wash out, don’t get discouraged—learn from your mistakes. And remember, bad dates can be a source of great stories (see 208 Prepare a Speech and 334 Execute Best Man Duties).


Warning


Arrange a meeting or pickup time and don’t be late. Leave yourself plenty of time so that you arrive relaxed. See 20 Never Be Late Again.


Further along


1 Plan a picnic. It shows your organizational skills, as well as your appreciation of romance. Pack wine, a luscious feast and dessert. Remember that you’ll need to bring everything, including a blanket, bottle opener, cutlery, plates, cups and napkins (see 321 Plan an Outdoor Party and 322 Impress a Date).


2 Stick to mainstream activities while you get to know each other. Until you know your date shares your tastes, keep the nude yoga classes and extreme rock climbing on the back burner. Granted, unusual activities can be a good way of filtering out those who have nothing in common with you, but they may also scare away qualified prospects.


3 Have a mental list of romantic spots. If things are going well, suggest a visit to one of them. It needn’t be elaborate and shouldn’t be forced. A bar with a great view of the city always works, or even a visit to a swing set in a park.








31 Mastermind a Breakup


“Who is this emotionally stunted crybaby and why are we having dinner together?” Does this sound like your last evening on the town? You know what you have to do. It’s time to put on your breakup shoes and head out the door. Be firm, be gentle, but most of all—be gone.


Steps


1 Pick a time in the very near future. If you don’t, a time will pick you—and it’s guaranteed to be bad. You don’t want to have a huge argument and break up during a six-hour car trip. Miles and miles of angry silence. Not relaxing.


2 Verify, as best as you can, that the time is considerate to your future ex. There’s nothing to be gained by destroying someone on their birthday or while they’re in the middle of critical business.


3 Do the deed in person. If the relationship is advanced enough to require this level of planning, have the courage and consideration to do the dumping face to face.


4 Pick a comfortable, private spot. You don’t want to be in an airport terminal. You don’t know what’s going to happen. You could spend a lot of time sitting around crying. Bring a box of tissues.


5 Lie. There’s no reason to be completely honest if it will cause needless pain. Why say “Five more seconds of your inane commentary about J.Lo and I’ll slap you on the forehead” when it’s just as easy to say “We just aren’t compatible.” On the other hand, most people can spot a lie a mile away, so strike a balance between brutal honesty and emotional truth.


6 Have an escape. Schedule the breakup for one hour before an appointment that you have to keep. That way you can escape gracefully without causing undo trauma.


7 If you are engaged, you’ll have to do the following post-breakup:


• If invitations have already been sent, write a note to guests stating that the engagement has been broken. Do not include personal details, and keep it short.


• If wedding invitations have not been sent out, notify people via word of mouth.


• Return all engagement gifts.


• Unless the engagement ring has been in the bride’s family for generations, it should always go back to the man. Others say that if the man breaks it off, the woman can keep it, but if she breaks it off then she has to give it back.
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Tips


Don’t backtrack. Once you’ve broken it off, don’t relent. You’ll regret it.


Retrieve any important belongings from your future ex before the breakup. You don’t want your favorite leather jacket in hysterical enemy hands.


Burn a CD with a selection of classic breakup songs to play in that rare moment of weakness when you think you might just give your ex a call: “Achy Breaky Heart” (Billy Ray Cyrus), “Bed of Lies” (Matchbox 20), “Ex Factor” (Lauryn Hill), “Home Ain’t Where His Heart Is Anymore” (Shania Twain), “Go Your Own Way” (Fleetwood Mac) and “Take Another Little Piece of My Heart” (Janis Joplin) among others.








32 Plan Your Social Calendar


A burden to some, raison d’etre to others, maintaining a workable schedule can be very challenging. Whether you’re already a social Olympian or you just want to maximize your hobnobbing time, use the following steps to improve and streamline your social life.


Steps


1 Define the goal of your social life. If your only thought is to have fun, consider yourself among the lucky ones. Other reasons might include staying abreast of your enemies, networking, finding a mate or branching out from your circle of friends. Tailor your activities to meet your goals. See 33 Meet Mr. or Ms. Right, 34 Marry Up and 201 Make a Networking Plan.


2 Take out your personal organizer. Note birthdays, anniversaries, weddings, graduations, debutante balls, opening night for the opera and symphony, and other big occasions that you don’t want to miss.


3 Work in events and meetings from the organizations you belong to, school functions and whatnot. Don’t forget going to the gym—you need to stay fit in order to maintain your level of socializing. See 25 Design Your Workout Schedule.


4 Make time for good friends and simple get-togethers. A brunch or coffee date is a great time to reconnect with a good friend and share stories. Don’t be so focused on attending big events and meeting new people that you ignore those closest to you.


5 Consider getting a personal digital assistant (PDA). These minicomputers may soon replace your bulging address book and calendar. They’re small and convenient, and you can update your schedule on the fly. Prices start at about $250. See 11 Organize Your Contacts.


6 Know your party-stamina quotient—you don’t want to burn out from too much activity. It’s far better to be slightly underbooked than definitely overbooked, and much more pleasurable to leave yourself wanting more than to be overwhelmed. The occasional night at home to recharge is essential.


7 Know your limits and trust your personal preferences. Don’t go to a restaurant with 20 people if you’re not comfortable in large groups. There’s nothing wrong with being reserved on occasion. Don’t let friends and colleagues pressure you into events that aren’t appealing. Read 13 Say No Without Feeling Guilty.
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Tip


Always arrive with a small, tasteful gift for your host or hostess, such as flowers or wine. See 322 Impress a Date.


Warning


Watch costs. You won’t have fun if you overextend your budget. Don’t try to impress people with lavish spending if it exceeds your comfort zone. See 226 Set Up a Budget.








33 Meet Mr. or Ms. Right


Can this really be planned? Hardly. The last thing you want is to become one of those desperate creatures who obsesses about the need to be married. Gear your planning toward enjoying yourself and at the same time increasing your exposure to potential mates.


Steps


1 Trust your instincts when it comes to knowing what you want. The older you get, the more discriminating your taste in potential mates becomes. This is a good thing.


2 Cultivate a wide circle of friends. Use e-mail, phone calls and birthday cards to keep in touch with as large a group as you can. If possible, be a social hub, the kind of person who brings different groups together. Instead of waiting for things to happen, get on the phone and initiate activities. Join a softball team or enroll in tennis lessons. See 201 Make a Networking Plan.


3 Control your anxiety about not having a mate. Your life is not on hold just because you haven’t found someone. Take the time to enjoy yourself today. Read 501 Be Happy.


4 Move slowly and keep assessing compatibility. Don’t try to convince yourself someone is Mr. Perfect when he might really only be Mr. Available.


5 Dump Mr. or Ms. Not Right immediately. You’ll be much more successful in meeting someone appropriate if you’re not carrying around the anchor of a failing relationship. See 31 Mastermind a Breakup.


6 Exploit gender concentrations. Gals, there are numerous guy-dominated activities where you will stand out. If you can ride a motorcycle, pilot a boat or argue about baseball with any skill at all, you’ll be virtually worshiped by groups of men. Guys, at some point in her life every woman in the world has looked in vain for a skilled dancing partner. Sign up for dance classes.


7 Join a gym. In addition to helping you get fit, you get to see lots of active people in skimpy outfits. Gyms are basically like nightclubs but without all the pointless standing around. See 25 Design Your Workout Schedule.
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Tips


If your friends don’t like your mate, it’s probably not a good match. They may be reluctant to be completely honest with you, but look for clues that there’s a problem.


See 29 Arrange to Meet an Online Date and 30 Plan the Perfect Date.








34 Marry Up


Despite your slovenly wardrobe, uncouth demeanor and lack of charm, you feel that you’re upper-class material. OK, fine. But how do you make the leap from reading the funnies to actually appearing on the social page? It will take hard work, conniving, patience and a lot of luck, but you might pull it off.


Steps


1 Be charming and fun. This is basic advice for anyone looking for a mate. Without these qualities you’re really going to have a hard time of it.


2 Study the society page in your newspaper. It’s essential that you’re familiar with prominent families and local big shots. After a few weeks of investigations, you’ll have a feel for the major players in the best circles. Focus on available prospects.


3 Upgrade your appearance. No matter how fabulous you already are (inside and out, of course) there’s always room for improvement. Join a gym and lose the spare tire, get a new haircut and overhaul your wardrobe. See 28 Get a Drastic Makeover.


4 Enroll in finishing school to gain ease and familiarity with the finer points of social etiquette. Learn how to carry on witty and lively conversations, and if you lean toward bluntness, school yourself in the gentle art of diplomacy in all areas of your life.


5 Volunteer for a high-profile charity that attracts philanthropists. Any city is likely to have a publicly supported hospital, opera or symphony, or school. A fund-raising position will put you into direct contact with the well-heeled. If a conflict of interest arises, deal with it after that ring is on your finger.


6 Use your volunteer position to stay informed about major fundraisers, opening night at the opera or ballet, polo matches and museum dedications. Your work will give you credibility and help secure invitations to all the hot events. Find dates from among your fund-raising contacts by subtly dropping the hint that it’s their duty to accompany you to an upcoming event. Avoid overplaying the guilt card or you’ll have an unwilling escort.


7 Join a prestigious club. You have many choices depending on your interests. A country club is an obvious choice. Many yacht clubs have associate or social memberships for people who don’t actually have a boat or lots of cash. See 428 Organize a Sailing Team.
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Tips


Marrying up will be successful in the long run only if you actually love your mate. Marrying just for money is likely to prove a disaster. See 287 Plan an Amicable Divorce.


You don’t want to pick a mate just by reading the society page but you might as well see who’s available. If nothing else, it will make the process interesting.


See 32 Plan Your Social Calendar.


Warning


When in doubt, keep your mouth shut.
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Daily Debris








35 Find Your Keys


Sometimes it’s the things you use every day that can be the hardest to find. Creating consistent habits and permanent homes for keys, handbags, briefcases and other important items saves time and stress every time you leave the house.


Steps


1 Pick one location near the door to hold your key ring while you’re at home. Practice putting keys in a basket, bowl or hook by the entry area as soon as you walk through the door so they’re easy to find. If you are having a hard time getting into the habit of using your new holding spot, write a reminder on a sticky note and keep it on the outside entry door until the habit becomes routine.


2 Slim down massive key rings. Keep only frequently used keys for entry locks, security doors and vehicles on your everyday key ring to keep it light.


3 Sort through all other keys, testing to see that they actually open something. Toss those that you can’t identify or that unlock things you no longer own.


4 Install a hook rack for keys in a handy location to hold the remaining keys, such as those for the mailbox, storage shed, bike lock, boat or neighbor’s home. Identify each key with a colored key jacket or key tag. If security is an issue, use a wall-mounted key safe. See 57 Live Better Through Labeling.


5 Give an extra house key to a trusted neighbor for unexpected lockouts. If you have both upper and lower locks, identify which key opens which lock—or better yet, have both locks rekeyed to the same key.


6 Avoid stashing your keys in a coat pocket, as they’re easy to forget when temperatures warm up and the coat stays in the closet.


7 To avoid losing a safe deposit box key, tape it to the inside of a frequently used cabinet or drawer. Note the location within a contents file for the box, kept in your home filing system. See 185 Create a Flawless Filing System.


8 Keep an extra car key in your wallet as a backup in case of accidental lockouts.
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Tip


Keep the ignition or valet key to your car on a detachable clip in the glovebox for quick handoff to attendants at parking garages. If you frequently need to detach individual keys, invest in a valet-type ring, such as ones at KeyChains4You.com.


Who Knew?


Find a landing pad for purses, briefcases and backpacks somewhere near the entry so you can spot them quickly when you leave the house. A hanging accessory bag or shelving unit in the closet or a slim table in the hallway manages these items well. See 70 Organize Entryways and Mudrooms.








36 Tidy Up in 15 Minutes


There’s nothing more discouraging than spending an entire Saturday cleaning and organizing, only to find your home in a shambles again by Wednesday. Set aside 15 minutes each day to maintain your living space, and you’ll minimize clutter buildup as the week marches on. Use the chart below as a guide for keeping your house together throughout the week.


Steps


1 Get the whole family to participate in daily home maintenance by assigning one small, quick job to each family member. Good tasks for kids include setting the table or vacuuming the main entry area. Post a reminder list with daily check-off boxes in the kitchen. See 18 Organize a Chore Schedule for Kids.


2 Avoid going from one floor of your home to another without returning something to where it belongs. Keep a basket next to the stairs. Make putting things away a routine.


3 Use superabsorbent microfiber cloths to trap dust and dirt. Feather dusters and rags often just blow dust and dirt around.
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Tip


Keep a small caddy in each bathroom, filled with cleaners and paper towels, for quick cleanup when unexpected company drops by.


Who Knew?


A little dusting goes a long way. If you let dust build up, it becomes grime, which requires heavy-duty cleaning measures.






	DAY


	TASK







	Monday


	
• Put away videos, games, CDs and books.

• Sweep, mop or vacuum the kitchen floor.








	Tuesday


	
• Take newspapers, magazines and catalogs to the recycle bins.


• Check the supply of toilet paper, paper towels and tissues.








	Wednesday


	
• Pick up stray clutter and put it back to where it belongs.


• Dust all flat surfaces in living areas.


• Clean all mirrors and glass tops.








	Thursday


	
• Clear the clutter from dresser tops and put away items to be kept.


• Put away videos, games, CDs and books.


• Vacuum all carpeted areas of the house.








	Friday


	
• Pick up stray clutter and put it back to where it belongs.


• Sweep, mop or vacuum the kitchen floor.








	Saturday and Sunday


	
• Return shoes from the entry area to the bedroom closets.


• Return stray clothes to bedrooms or laundry.


• Clean the bathroom sinks and toilets.


• Vacuum the main entry areas and halls.















37 Conquer Clutter


Over time, it creeps into the corners and cabinets, stairways and entryways, closets and cupboards of your home—clutter! Suddenly you’re overrun with piles of unrelated stuff, some useful and some far from it. Junk-proof your life and keep only what you use and love.


Steps


1 Pick one area to focus your decluttering efforts on. Start small—just a drawer, shelf or closet floor. Sticking to a single small area will ensure that you get something accomplished. See 1 Get Organized.


2 Dress down. You’re about to get dirty and sweaty, so wear clothes you don’t mind messing up.


3 Decide how long each decluttering session will last. Set a timer or other prompt to let you know when to stop. Keep in mind that you will be most effective if you limit your sessions to a few hours at most. A whole day of decluttering can be overwhelming.


4 Bring bags and boxes to your decluttering location for collecting the items you no longer need or use.


5 Ask yourself these questions as you pick up each item to decide whether it stays or goes:


• Have I used this in the last two years?


• Is it a duplicate? Can I replace it easily if it’s not?


• Does it need repair, and if so, is it worth repairing?


• Will I use it in the next year?


• Am I keeping it only for sentimental reasons?


• Is an unused item taking up space where I could store something more valuable or useful?


• Does it belong elsewhere or to someone else?


• Do I love it?


6 Add that item to one of your boxes: Repairs, store returns, items to put elsewhere, items to return to others, items to sell, donations, mementos, garbage, maybes and definite keepers.


7 Take action on each pile after you’ve handled every item:


• Put repair items in the car. Drop them off on your next errand run.


• Collect store returns along with their purchase receipts and put them all in one designated place. Return them when convenient—and before the store’s money-back return period is up.


• Cart the box with your “belongs elsewhere” pile around the house, and replace everything. Find a permanent home for items; if possible, instead of another temporary spot you’ll have to clean again.
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Tips


If you are working in a room that is covered in clutter and you feel overwhelmed, box up a small quantity of stuff to take to your clear area to sort.


Walk around the living spaces of your home—kitchen, family room, entry areas—each evening with a box and gather all stray items. Redistribute or toss the box’s contents before going to bed to keep the level of clutter manageable. See 36 Tidy Up in 15 Minutes.


Keep a donations box in or close to the laundry room for outgrown or unwanted clothes. Remember, though, that you should donate only items in good to excellent condition—clean, no rips, holes or stains. See 62 Organize Your Laundry Center.


Mix small decluttering jobs with other activities. Sort through the kitchen junk drawer while talking on the phone, or cull magazines while watching TV. See 42 Take Control of Your Junk Drawer and 52 Categorize Newspaper and Magazine Clippings.


To boost your efforts, pretend that you have to move and will be paying someone by the hour to pack and transport all your stuff. Marginal things lose their value quickly when you adopt this strategy.


For every new item that comes into your home, get rid of something else (the in-and-out rule).





• Box up mementos and items you aren’t quite ready to let go of. List contents on the outside of the containers and place them in a storage area of your house. Look at these items again in six months to decide whether you want to keep them or let them go. See 296 Archive Family Records.


• Place items for donation in boxes or bags and move them to a holding area, ideally in the garage or storage space. Make arrangements for pickup or plan a time in your schedule for drop-off. See 12 Get Rid of What You Don’t Want.


8 Clean your freshly decluttered area, and put the keepers in their permanent home.


9 Reward yourself with a tangible prize to reinforce and celebrate your success.


10 Find you next victim—a room, a shelf—and repeat the process until your home is clutter-free.


11 Select a permanent home for every new thing that comes into your life to prevent the clutter from building up again.


Warning


Be realistic about how long it will take you to get a handle on your clutter. It didn’t get that way in a week, so you won’t fix it in a week.





38 Actually See the Bottom of Your Purse


If your purse has become a dumping ground for every small item you encounter, it’s time to banish the stale peppermints, four shades of lipstick and old receipts. Purging and reorganizing will help you find your keys, a pen or the bridge toll in record time. Follow the tips below and carry your clutch with confidence.


Steps


1 Dump out contents onto a working surface and toss the trash. Pare down to the essentials. For example, carry one all-purpose lipstick versus several.


2 Pull out notes, reminders and receipts, and transfer critical information to your to-do list, calendar or tickler system. See 10 Set Up a Reminder System, 266 Coordinate a Family Calendar and 3 Write an Effective To-Do List.


3 Assess the bag’s ability to hold what is left. Is it the right size? Could you go smaller or larger? If so, it’s time to raid your closet or go shopping for a new purse.


4 Make the most of zipper pockets and open slots by assigning a specific item to each location. For example, use one pocket for your phone and another for sunglasses. Get in the habit of always returning items to their special spot.


5 Purge your purse weekly to keep it functioning at its best.
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Tips


Buy a bag with a light-colored lining. It will make the contents much easier to see.


Photocopy all your cards and keep the copies in a safe location for quick retrieval in case your purse or wallet is lost or stolen.


Never carry your Social Security card in your wallet. You will need to produce the actual card only when securing employment.








39 Organize Your Shoes


Do you dread another morning of digging through a jumbled mess of loafers, slippers, boots and running shoes piled in your closet? Even if you do spot the pair of shoes you want, you may not be ready to shuffle off to Buffalo. Be well heeled and ready to meet each day with shoes that are are well organized.


Steps


1 Gather all your shoes from around the house into one place. Discard those that are beyond repair. Screen out pairs worth repairing and make plans to take them to a shoe repair shop.


2 Sort the shoes into groups. First sort by frequency of wear—daily or special occasion—then by color within each grouping. Further separate the groups by seasons.


3 Eliminate duplicates, footwear past its prime and shoes that no longer (or never did) fit. Keep only the pairs you love and wear.


4 Count how many pairs remain and shop for shoe organizers. Hanging cubby bags or shoe racks capitalize on extra vertical closet space or the back of a closet door. Horizontal shoe shelves maximize space between the bottom of hanging clothes and the floor.


5 Use these organizers to arrange your shoes. Place the current season’s daily favorites front and center. Store out-of-season and special-occasion pairs on higher closet shelves in their shoe boxes—take a picture of each pair and tape to the outside of the box for instant identification. Put shoe trees in boots and store on the floor or from hanging shoe trees.


6 Repeat the process next season.
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Tips


If you need additional shoe storage, place an over-the-door shoe rack or bag on the back of a bedroom door.


When traveling, always take a spare pair of shoelaces. See 60 Conquer Your Closets.


To minimize shoe clutter at a home’s entry point, keep a large basket to hold shoes until they can be returned to each owner’s closet. See 70 Organize Entryways and Mudrooms.





40 Sort Your Sock Drawer


Argyles mixing with stockings? Bobby socks colluding with trouser socks? It’s just not right. Take control of the situation and sort things out with a simple system. You’ll save time each morning by skipping the missing-sock tango.


Steps


1 Pull all socks out of the drawer and onto a bed or table. Match up pairs of loose socks. Set aside those that need mending. Remove socks that are beyond repair, along with single socks, and reuse these for another purpose (see Tips) or toss.


2 Insert a drawer organizer. Use narrow shoe boxes or commercial sock boxes. Make use of as much space as possible, placing the boxes lengthwise in the drawer.


[image: Image]


Tips


Give a second life to your worn cotton socks by using them as polishing cloths for shoes, silver, mirrors and more. They slip nicely over a hand and allow fingers to work into small areas.


To avoid choosing the wrong color from your dark socks, label the end of each sock organizer with a color. Use labeled zipper-lock plastic bags to separate dark-colored pantyhose.





3 Designate a small area as a holding place for lone socks. Toss them after a month.


4 Return the pairs to the drawer, grouping them in the boxes by color and type (pantyhose, sport, dress). Use a trifold method for storing the socks versus the cuff-over strategy. It’s quicker and minimizes stretching of the cuff elastic.


5 Match up pairs as you sort each batch of clean laundry and place them in the appropriate box.





41 Return Rentals on Time


What treasures lie under that coffee-table chaos? Could it be the video you rented two weeks ago? Perhaps it’s the library book due last month. If late fees and overdue items are sapping your cash—and putting a strain on friendships—it’s time for a new system.


Steps


1 Choose a spot near the front door (a closet, a bookshelf, a cubbyhole) and place a container there to gather rental-store returns, borrowed items and library books. See 128 Store Anything.


2 Train yourself (and your family) to note the return dates of each rental item on the master calendar. Put a sticky note on the item itself or a reminder. See 266 Coordinate a Family Calendar.


3 Have family members develop the habit of checking the master calendar to see what needs to happen and note upcoming deadlines for returns.


4 Schedule the return errand in your daily to-do list, or assign someone to make the returns. See 4 Run Errands Efficiently and 3 Write an Effective To-Do List.


5 Cross off the note when the item is returned.


6 Renew the item by phone or online if you know you’re going to be late. Many libraries offer this service.


7 Try services such as Netflix.com or Gameznflix.com. For a fixed monthly membership charge, you get three rentals at a time from your submitted favorites list, which you can keep as long as you like. These services send new movies or games only when you return the previous ones, so you don’t pay any late fees. See 20 Never Be Late Again.
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Tips


Some libraries may have additional drop-offs at post offices, grocery stores and city hall.


For added convenience, try using online library resources for your reading material. Check out NetLibrary.com or ClassicBookshelf.com for electronic books (aka e-books).








42 Take Control of Your Junk Drawer


Everybody’s got one—the inevitable junk drawer. What would you do without this catchall container of matches, batteries, nails, stamps, safety pins, birthday candles, useless keys and whatever else the cat dragged in? You don’t have to live without it-—just get these odds and ends better organized.


Steps


1 Remove the drawer’s contents and place them on a table or countertop. Protect the work surface by putting down an old towel first.


2 Throw out the true junk—unidentified keys, expired coupons, dead pens, dried-up glue and broken clothespins. Keep only what you really intend to use.


3 Group the remaining items into piles, such as office supplies, household helpers and mailing items.


4 Relocate those things that belong somewhere else. Decks of cards go back with other games, assorted hardware to the toolkit and tees to the golf bag.


5 Organize the drawer with containers large enough to hold each pile. Recycle check or cigar boxes, or purchase drawer trays to create sections. Stick with square or rectangular shapes to maximize drawer efficiency.
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