
TIME MANAGEMENT 
1 Acknowledging that you’re NOT managing time effectively—which is probably why you are here
2 Prioritising your efforts
3 Maximising your efforts
4 Eliminating sources of adrenaline
5 Removing things that tax your time and energy
6 Simplify your environment
7 Streamlining tasks
8 Really listen to others
9 Trading to gain
10 Finding time for quiet reflection

Every morning we are credited with 86,400 seconds. No balance is carried into the next day and 
every night erases what we fail to use wisely. If we use our time inappropriately or ineffectively, that 
time is lost forever and cannot be reclaimed. Time that is used unwisely reveals our weaknesses. 
One of the most valuable investments we can make is to set aside daily time to sit at the feet of 
Jesus.

Let us imagine for a moment a bank that credits your account each morning with $86,400. It carries 
over no balance from day to day. Every evening deletes whatever portion of the balance you failed 
to use during the day. What would you do? Draw out every cent, of course! Each of us has such a 
bank, its name is TIME. Every morning it credits you with 86,400 seconds; every night it writes off 
as lost whatever of this you failed to invest to a good purpose. Most people live by the clock, 
because time is important to all of us. Benjamin Franklin said, “Do not squander time, for it is the 
stuff life is made of.”

12 Ways to Organise Your Efforts 

1 Identify how you spend your time
Spending a short while working out what you normally do with your time will help you in the long-
run. Identifying those areas where time is being wasted and where it is being well spent will help 
you to prioritise. What counts is not the amount of time that you put in overall, but the amount of 
time that you spend working on important, worthwhile tasks.

2 Set goals
It’s all well and good being efficient with your time, but to what end if you really don’t know how you 
want to spend it? Many people spend precious time and energy trying to be more efficient without 
setting goals — in other words, they don’t focus on the things that are most important to them. By 
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knowing precisely what you want to achieve, you will know exactly where to concentrate your 
efforts. Having set goals can also be a good motivator.

3 Keep a ‘to do’ list
You can keep a list in your head of things that need doing, but it’s far better to free your mind of this 
by writing or typing a list, which you can then refer to throughout the day. Your list could be written 
on a piece of paper, typed and saved on your computer, or on your mobile — it’s really up to you. 
Ticking off jobs as you do them can give a real sense of satisfaction and spur you on to complete 
the rest — plus, of course, using the list will reduce the amount of time you take up thinking about 
what you need to do.

4 Prioritise
It’s no good compiling a list if you put everything in the wrong order! There’s always a temptation to 
do the things that you want to do first, rather than the things that you need to do. Sort out your 
priorities and deal with the important things first. Whatever is left incomplete at the end of the day 
probably didn’t need doing immediately anyway, and can be dealt with on another occasion.

5 Do it right first time
If you try to complete a task half-heartedly when you’re not really in the mood for it, then it’s likely 
that you’re not going to complete it properly. Make sure you take the time to do things ‘right’ or to 
the best of your ability on the first occasion, so that the fewer mistakes you make, the less time you 
will waste going back and having to do it all over again. Doing the important things first — when 
you’re most ‘switched on’ and alert — means you’ll be more likely to do them correctly. Do your 
best not to double handle, put things in their correct place immediately instead of creating a pile of 
things with an attitude that you’ll get to it later. 

6 Stop putting things off
Most people have a tendency to procrastinate and look for ways of getting out of doing what they 
should actually be doing. It’s especially easy to do this if you’re surrounded by lots of distractions 
that give you an excuse to put something off. So, try controlling your environment by removing 
most of those distractions. It is often best to do the thing you’d least like to do first, as all your 
avoidance tactics will often be aimed at putting off this one task. Just thinking of the reasons why 
that task should be done which should be enough to make you do it. Perhaps income???

7 Get organised!
Being disorganised only wastes time. Think about the time you spend each day trying to locate 
something in the workplace or at home. You may need to declutter your living and working 
environment in order to operate more efficiently. Put things that you don’t need well out of the way 
— or get rid of them! — and give things that you frequently use a regular home, so you will know 
where to find them in the future. More about that in our declutter section.

8 Delegate
It seems obvious, but you can free more time up for yourself by getting others to do jobs for you! 
The idea is to hand over any tasks that someone else can do — particularly if they can do them 
faster or just as well as you. This can be applied in both your work and home environments. Why 
not hand over the washing up to the kids in return for the lift you’re going to give them later? In the 
workplace, consider delegating to a colleague: you never know, they may even welcome being 
given that particular task — especially if they are good at it!

9 Multi-task
It is possible to do a few things at the same time to get the most out of the time available. We’re 
not talking about a massive overload — just combining your tasks well. For example, while you are 
out on a run you could listen to that ‘learn a foreign language’ tape that you’ve always wanted to 
listen to. Or if you’re traveling on the train, you might be able to catch up on a good book, or even 
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do a bit of work on your laptop. Planning to do a ‘fun’ activity alongside a routine task will allow you 
to make the most of whatever it is that you’re doing.

10 Learn to say ‘no’
Learning not to put all the pressure on yourself by saying ‘no’ can be one of the best things to do to 
free up some time as well as help you avoid burnout. If someone asks you to do something, ask 
yourself questions such as ‘Is it my responsibility?’ or ‘Am I the best person for the job?’ If the 
answer is ‘no’, then don’t take on that particular task. We’re not suggesting that you look for 
reasons to get out of everything, of course, and you shouldn’t always say ‘no’ when asked to help 
out — but not being the dumping ground for everyone else’s problems can definitely help to 
maximise the time you have available.

11 Keep concentrating
Keeping your focus on the job in hand can help to get it done in next to no time. The only way you 
can keep your focus is to avoid distractions — whether these are from people or other external 
influences. Being properly organised helps you to initially focus, but only by avoiding disruptions 
will you be able to maintain that focus throughout your tasks and activities. If you really need to get 
on with something, lock yourself away and switch off your phone until you’ve completed a 
particular task. You’ll have plenty of time later to reply to any messages or missed calls!

12 Look after yourself
Nobody can be on the go all the time — if you were, you’d soon suffer from burnout! Taking time 
out and looking after yourself is important, because you will then be able to reach your peak 
physical and mental levels when necessary. Maintaining a healthy balance in your life should 
ensure that you respond in the right way and in an efficient manner to problems and tasks — so 
that whatever needs doing doesn’t take any longer than it should do!

Daily Time Management Tips 

1 You control your time (not the other way around.)
The first thing that you need to know about time management is that you are in control. It is up to 
you. You have 24 hours every day. You have 1440 minutes each day. And you are completely 
responsible for all of it. If your time is out of control in your life — then something wrong. You 
should never let your time dictate your life. Instead, your life — your goals, your dreams, your 
passions — need to dictate your time. This is where it starts. You have to take control.

2  Make a schedule every day.
You only have the time that you are given today. So you need to utilise the time today in the best 
possible way. Map out your entire day. Don’t try and find the time to do something — you make the 
time. You set the time. When you create your daily planner, you are literally scheduling your 
success every day. Hour by hour, moment by moment. Plan it all out. Know what you want to 
accomplish and make it happen.

3 Do the most important things first
Even the best laid plans can fail. So when you’re planning your day, make sure you schedule the 
most important things first. The most successful time managers accomplish the most important 
tasks first.

4 FFF — Focus Follow-through Finish
A huge part of successful time management is staying true to what you have scheduled. You can 
be an incredible organiser. In order to be great with time management, you need to start with 
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extreme focus. Maximise your time by focusing on one thing at a time. Follow through with each 
task you have scheduled, every time. Finish by your deadline. That’s it! Easy!

5 Do it all again tomorrow
Time management is useless if you do not do it again and again and again. The value of time 
management is the consistency of practicing it day after day. 

R. E. A. P. Method 

READ
At the top of a sheet of paper or in your journal, write the date and leave a space to write the title of 
your entry later. Choose a scripture to study either by using a Bible reading plan or by coming up 
with one on your own. Prayerfully read the text. Ask God to speak to you from His Word.
Next, spend some time reflecting and writing about what you’ve read in your journal pages.

EXAMINE
Write down the key text that stood out to you.
Write down what this scripture says and why it matters.
Write down thoughts on what you’ve read from the entire section.
Ask the Important Examination Questions as You Read the Text:
Who? (Audience, Speaker, Subject)
What? (Context, Purpose, Problem)
When? (Time, Duration, Season)
Where? (Setting, Situation, Location)
Why? (Motivation, Purpose, Intent, Lesson, Truth)
How? (Call to Action, Example to Follow)

APPLY
How does this text apply to your life, circumstances, and relationship with God? 
Write down how you will be different today because of what you have just read.
Respond in your journal to the following questions and anything else that comes to mind.
What do I learn about God (the Father, the Son, the Spirit) from this scripture?
What do I learn about myself from this scripture?
What commands/instructions should I obey?
What truth can I apply to my life?
What sin do I need to confess?
What error can I avoid?
What promises can I claim?

PRAY
Write out a personal prayer based on your time in God’s Word.

PERSONAL CHALLENGE 

One day, we will stand before the Father and give an account of how we invested our time. This 
week, I encourage you to examine your time management habits in light of eternity. Initiate 
schedule changes that honour God; make a new commitment to invest your time wisely; and pray 
for God’s wisdom to live a balanced life.
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D ECLUTTER YOUR WORLD 

How cluttered are you? 

• How many of the following do you have in the house?

• More than one basket of clean clothes waiting to be put away

• A free CD or DVD from a newspaper you will never play

• More than one set of gardening/decorating clothes

• Curtains from a previous home that you’ve never used

• A filing / storage system bought but never used

• A pile of magazines that has been there for months

• Christmas cards sent to you last year (excludes those that are very precious!)

• Several nearly empty notebooks, bought in an attempt to get organised

• More than three half-used bottles of shampoo

• A worn towel with a hole in it

• Clothes that make you feel fat or ugly

• A skirt or pair of trousers that haven’t fitted for over 3 years

• Bed linen that doesn’t fit any of the beds in the house

• More than four loads of laundry waiting to be washed

• A half-finished sewing project that you will never finish

• Drawers that are empty

• Pictures that you have never hung on the wall

• Creased, used wrapping paper

• A single earring (the other is lost or broken)

• A pair of shoes you’ve never worn because they are too tight

• An empty jewellery box

• Out of date prescription medicine

• Any of the following that you never use – bread maker, juicer, food processor or a sandwich 
maker
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• Exercise video or equipment you have never used, or just once or twice

• Dead batteries

• More than five take-away menus

• More than one ‘spare’ pair of spectacles

• An ornament or picture given as a gift you dislike

• Expensive make-up you never use

• A pot from a dead houseplant

• Old Lampshades

What do YOU feel has caused you to 
clutter or hoard? 

Tick as many as you think apply.

  I never thought about until now   

  I had a deprived childhood   

  My family is messy so I never learnt the right skills   

  It's genetic. Other people in my family are hoarders   

  Having clutter makes me feel comfortable and more secure  

  It is a way of controlling my surroundings   

  It followed a traumatic event. I know when it went wrong   

  I have a physical health problem   

  It is just another way I don't take care of myself   

  It has got gradually worse due to life circumstances and events   

  Clutter is a way to fill a void in my life  

  It's part of my OCD condition   

  I am clinically depressed and don't have any energy   

  I have other mental health issues   

  Making clutter releases my anger   
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  It's just laziness   

  Other people say I have a problem, but I don't   

  I'm a collector and have pride in my possessions   

  I wish I knew, I have no idea why   

  I don't have any clutter

1  Decluttering Your Bathroom 

You wouldn't think a relatively small space like your bathroom would be a breeding ground for 
clutter, but it often is. The main key for keeping bathroom clutter in check is to inventory your items 
regularly.

This process should take between 15 and 30 minutes, depending upon the size of your bathroom 
and how long it's been since you've taken the time to declutter it.

1 Empty your laundry hamper moving any dirty clothes into your laundry area.

2 Then, back in the bathroom, fill the hamper with anything that belongs in another room. 
Look especially for things that don't belong in the bathroom, like clothing, shoes and 
jewellery. TIP: If your jewellery keeps finding it's way into the bathroom — try storing 
your every day jewellery in the bathroom.

3 Sweep the sink/counter top and replace items that are out of place.

4 Next do the same in your drawers and under the sink.

5 Re-store any items that have found their way into the wrong spot. TIP: If an item keeps 
popping up in the wrong spot, consider moving it to a new home. Example: A make up 
brush that keeps making its way out of the drawer its supposed to "live" in might be better 
off in a jar by your sink.

6 Take the hamper and return anything out of place back to it's designated storage spot.

2  Decluttering Your Bedroom 

Decluttering your bedroom will go along way in helping you breeze through you morning routine, 
and may help you relax with greater ease on the other end of the day.

1 Grab a basket or bin and toss anything in that is out of place. Look for odd socks and things 
that really belong in the bathroom or the kitchen.

2 Return everything in that bin that belongs in your bedroom to it's proper place.

�  of �7 14 �



3 Head to the closet and concentrate first on hanging up clothes and ensure that similar items 
are hung together (pants with pants, button-down shirt with button-down shirts - you get the 
idea). Move hanging pieces until everything is hung together the way you like it. For 
instance, if you want to have everything colour-coded keep going until all of your navy blues 
are lined up. etc

4 Then start on the folded clothes in your closet like sweaters and long-sleeve shirts. There's 
no need to re-fold everything (unless it's a total disaster in there) just straighten the stacks. 
If you continually notice your neatly folded stacks of sweaters and moving out of place, 
consider some shelf dividers.

5 Next, spend 5-10 minutes picking out your clothes for the next 3 days. I promise, this will 
make your life infinitely easier! Hang the next day's outfit up on a valet hook. This process 
will save you about 30 minutes over the next 3 mornings while only taking your 5-10 right 
now, since you're already in your closet and have just touched and eyed the majority of 
your wardrobe.

6 Since you're already in your bedroom, you may as well straighten up your night table for 2 
minutes. Move reading materials, jewellery and glasses back to their homes.

7 Finally, take that bin and return everything in it that belongs outside the bedroom and return 
it to its proper storage space.

3  Decluttering Your Wardrobe 

1 If Ink stains, clothes moths, mould stains, dye stains or a musty smell are present, it's 
obvious what needs to be done with these, but for some extreme clothes hoarders, getting 
rid of clothes is very emotional.  However, in the case of clothes moths or mould, dye, or ink 
stains, you need to accept that your clothing is beyond recovering.

Clothes moths, a musty smell or mould stains indicate you haven't worn these items for 
quite a while. Ink stains may be ably to be removed at the best dry cleaner you can find, if 
you tell them exactly what kind of ink caused the stain.  They may be able to get it out. If 
not, cut your losses and get rid of this item of clothing.

2  You no longer love it this is the best reason to get rid of clothes and shoes. Closets are 
typically small spaces in our homes so maximising space is key. If you don’t love 
something, there’s really no reason to give up space to it in your closet.

3 It’s out of fashion... and not coming back If you bought something trendy that you cannot 
incorporate into outfits going forward, it’s time to toss or donate.  Once again, get rid of 
clothes that you don't wear.  There is no value in storing something you will never wear 
again.

4  It hasn’t fit for over a year This one is emotional. Our bodies are quite obviously alive, and 
will react to new environments, changes in our routine and major shifts in diet, hormones, 
etc. This is all by way of saying that even if something fits perfectly at some point, there are 
a lot of outside factors working against it fitting forever.

5 You no longer wear it. This one is pretty obvious, but what if you're just not sure if you'll 
wear it again? What's the barometer for donating something that fits, you love, and you 
once wore often? Here's a good rule of thumb:
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If you live in a 1-2 season climate and you haven't worn an item in 6 months, it's time to let 
it go.  If you live in a 4 season climate and you haven't worn it in a year, time to donate.

6  It no longer projects the image you want to project. Let’s say you used to be a corporate 
type but have decided to pursue a career as a yoga instructor. At this point, you don’t’ need 
to have a closet full of oxford shirts and tailored slacks (I hate the word “slacks”).

This isn’t just limited to work: I remember graduating form college and thinking that my 
converse-flannel-shirt-and-jeans days were going to be over soon. I wanted more tailored 
clothes and I did not want to be seen as just a kid anymore.

7 It itches, scratches or pinches I'm all for suffering for fashion, but there's a limit! If 
something is truly uncomfortable, you need to let it go. This includes scratchy fabrics that 
are irritating your skin, itchy fabrics (you may be allergic) and high heels that pinch your 
toes.

4  Decluttering Your Entrance 

Once again, grab the bin, box or bag you use to declutter and bring it into the entryway, foyer or 
hall closet area.

1 Begin by hanging up any coats or jackets that belong hanging in the hall closet or on a 
coatrack that made their way onto the backs of chairs, on the entryway bench or into 
another room (check the kitchen--typically the second stop when entering the home).

2 Check the pockets of these coats and jackets and any other that are worn regularly and 
declutter them by trashing old gum wrappers, recycling receipts, returning loose change to 
your wallet or change holder, and returning your keys to their storage space.

3 Repeat the process with book bags, hand bags and gym bags, placing anything that 
doesn't belong in them either in the trash, recycling bin, or in your clutter bin to be brought 
to another room.

4 Pick up any shoes or boots that were (wrongly) discarded in this spaces to be put back in 
their designated ares.

5 Sweep and/or vacuum the area.

6 Return bags, mobile phones, and keys to their holders.

5  Decluttering General Household 
Clutter 

Some tasks affect the whole house, and sometimes I find I'm more effective walking from room-to-
room decluttering rather than being bogged down in one small area. The Household Decluttering 
Guide is a reference sheet for those occasions.
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While each room will have its own particular challenges, there are some universal tips on how to 
declutter a room. Below is a simple method of sorting through your belongings and weeding out the 
clutter.

1 Be prepared. Have garbage bags and cardboard boxes on hand. If you have a lot of stuff, 
or tend to get bored and abandon household tasks easily, ask someone to help you out.  It's 
also handy to have a pre-ordained time limit on household items. My advice is one year — 
two years maximum.

2 Split the room into sections. Decluttering in zones works. This is how you avoid a scenario 
where you’re standing in the centre of your living room, kitchen, or office feeling 
overwhelmed. Split the room into sections, and go through them one at a time. A section 
could be a bookcase, a row of cabinets, or your desk. It could also be a corner or other 
segment of the room. Divide the space in a way that makes sense to you.

3 Go through each item in each section. If you’re starting with a relatively uncluttered space, 
this might involve simply looking over your belongings. In a messier room, you might have 
to physically pick up each thing. As you do this, ask yourself: Is this garbage? Or junk, or 
trash, or whatever word you choose to describe it. Starting with one section of the room, 
take a large plastic bag and throw away anything that’s damaged beyond repair or no use 
to anyone. Bulky items, like old chairs your cats have shredded to bits, will obviously 
require more effort to remove. But this step doesn’t have to be done all at once, it’s just 
easier to complete it before you move on with your decluttering.

Now move on to the next section of the room, and repeat. When you’ve eliminated the junk 
from the entire room, you’re ready to tackle the next level of excess stuff. The question this 
time is:

4  Am I using this? Will I ever? Now that your space is free of rubbish, it’s likely still cluttered 
with perfectly good items that you just don’t use. Maybe you acquired these things for a 
good reason, but that time has passed. (Like tapes for the VCR you haven’t used since the 
advent of DVDs, or clothes that are way too big or too small.)

Be honest while considering everything in your chosen room. If it went missing, would you 
even notice? Does it function the way you want it to? Do you need it? If not, do you 
absolutely love it? I believe everything you own should either serve a clear purpose (e.g. 
printer, spatula, raincoat) or be simultaneously beautiful, meaningful, and small (e.g. a little 
childhood keepsake or souvenir from a special trip.) Some people consider this too strict; 
those people tend to have cluttered homes.

Thinking about the future can be tricky. Of course everyone wants to imagine they will use 
that exercise equipment again, or that buying a coat tree that always falls over wasn’t a 
mistake. But everyone ends up with clutter in their life at some point.

And remember that you aren’t just throwing these things away. You can donate them to an 
individual in need or an organisation which will put them to good use. Or, you may be able 
to sell some items for extra cash. Getting rid of things doesn’t mean you’re wasting them, 
but hanging on to items you don’t use is a waste, of space and mental energy.

Once you’ve gone through your whole room and removed the objects you don’t need or 
truly want, you can stop and feel pretty good about how much work you’ve done. But if you 
feel better in your newly spacious, functional room, you could also keep going.
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5 Bonus round — Give your room another going-over, checking for anything that may have 
slipped through your earlier process. Chances are you’ll find two or three items you don’t 
really need, and letting them go will just make it easier the next time you need to declutter.

6  Decluttering Your Kitchen  

1   Evaluate your appliances.

Kitchen gadgets are tempting, and can make some tasks easier. But if you have limited space in a 
small kitchen, they can be more trouble than they’re worth. When deciding which appliances and 
gadgets to keep (or to buy) remember that the work of all those specialised fruit slicers can be 
done with a knife. And everyone wants a standing mixer, but if your grandmother mixed her cake 
batter with a spoon and her own two arms, then you can too.

2   Downsize your tableware.

You really only need as many plates, bowls, cups, glasses, and utensils as you are likely to use at 
one time. But because they’re fun to buy, and often given as gifts and souvenirs, they can end up 
crowding your cupboards. So unless you have large parties often, you don’t need 30 wine glasses. 
If you are keeping them around because you have gatherings once every ten years, it might be 
easier to ask a friend to bring extra glasses instead.

3   Make your pots and pans multitask.

Having had small kitchens in almost every apartment I’ve lived in has forced me to learn how few 
pots and pans I really need. Your number will vary depending on how elaborate your cooking style 
is, and how many people you regularly cook for, but it is probably smaller than you think. Small 
pots, for example, look cute but do nothing medium-sized pots can’t do. The same is true of frying 
pans. And this applies beyond your stovetop: a fruit bowl works as a salad bowl and a mixing bowl 
too.

4   Limit bulky decorations.

Many goods sold for kitchens are primarily decorative. This doesn’t mean you have to forgo 
anything fun in a small kitchen, though.  Cool magnets on the fridge or art (or attractive pot-holders 
and pans) on the wall decorate without taking too much space.

5   Check for duplicates.

Make sure that your kitchenware is not cloning itself while you are not looking. Did you buy another 
cheese grater when you last moved, forgetting you already had one? Did your mum give you a 
nice blender, but you are holding on to your old one just because? Get rid of those double items to 
free up more room.

6   Know your culinary strengths.

If you never bake, you don’t need cupcake tins cluttering your cupboards. Most people don’t need 
a special cheese plate. But if you really love baking, cupcake tins might be worth making room for. 
Ask yourself if you really use what’s in your kitchen, or if you purchased it for the cook you idly 
dream of becoming…someday.
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7   Choose products with multiple uses.

Kitchen stores full of specialty products are lovely places to browse and fantasise about cookie 
presses. Many common tools will, in fact, perform many functions. If you have a hand-mixer, you 
probably don’t also need a whisk; one of the mixer attachments will work just fine. And if your 
cooking dishes are both oven- and fridge-safe, you don’t need as many plastic containers.

8    Stay current with your kitchen.

If you have a small kitchen, you probably don’t have a ton of cabinets or a separate pantry. So you 
are likely to be storing food like rice and pasta in your cupboards next to your plates. This food 
needs to be checked periodically to see if it is too ancient to eat or if you just don’t want it anymore. 
While you are doing this, check your kitchen drawers too. You never know when an extra spatula 
may have snuck in there.

7  Decluttering Living Room 

This may be the easiest room in the house to declutter because organisation is already built in: 
books go with books, electronics go with electronics, remotes go with remotes, etc.

1 Grab a bin large enough to hold things like magazines and books and then walk around the 
room putting anything out of place in the bin. Keep an eye out for any items that don't 
belong in the living room.

2 Next go through each area returning everything to it's proper storage place.

3 Got kids? Toss their toys back into the bins, cubbies or chests you keep them in.

4 In the entertainment centre area, unwind and re-store any cords that have twisted out of 
place, re-stack DVDs, CDs, etc. Collect remotes and return them to the tray or box you 
store them in. Having a designated area for remotes will make them less likely be go 
missing.

5 Straighten and re-stack any books that need re-arranging.

6 Recycle any magazines that you have not touched in a month. Straighten piles. Consider 
using a tray or small basket to house these major sources of clutter.

7 Fold any blankets lying around and return them to their home base -- whether that be 
draped over the back of a couch or in a basket.

8 Finally, clear the coffee table returning everything on top to it's proper storage space.

9 To finish, take that bin and return everything in it to the room it's supposed to be in.

8  Decluttering Paper and Mail 

Learn how to manage paper clutter like magazines and newspapers, sort and process mail quickly 
and painlessly and how to set up a home filing system.
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The easiest thing to do here is to open all of your mail at once standing in between a recycling bin 
and a shredder. If that can’t happen, here’s what to do:

1 Divide mail into three piles:
Shred
Recycle
Action

2 Next, shred the shred pile.

3 Dump the recyclables. Don’t have a recycling bin? Please join the rest of us in this century 
and establish a recycling bin. Bins are one of your best weapons of defence against clutter.

4 Take the mail you need to action to your desk and action each item.

Decluttering Tips — to get Quality Back in 
Your Life 

1 - Never leave a room empty-handed
If you've got a spare hand, grab something that doesn't belong and put it in its place. You'll be 
surprised how many things get put away if you follow this simple step. Try counting how many 
times you leave a room each day.

2 - The golden rule
Follow the ‘one in, one out' rule. The biggest cause of clutter is that mums, dads and kids keep 
bringing new things home when they simply don't have a place for them. Make it a family rule that 
if one new thing is brought home to stay, one old thing must go. The kids may feel the sting a little 
less if you encourage them to give their old possessions to someone less fortunate. Why not teach 
them good household habits, and the art of generosity as well?

3 - Think big
It stands to reason that large items take up a lot of space and add to the general clutter in the 
home. Ensure your larger items such as the ironing board and highchair have a home when not in 
use. And put them there!

4 - Be ruthless with clothing
Most families have an abundance of clothing because it is such a popular kids' gift from friends and 
family. Follow the ‘one in, one out' rule and be sure to get rid of an old item of clothing for each new 
item you add to your wardrobe. Another fun tip is to hold a yearly ‘fashion show' - try on each item 
of clothing and decide whether to keep it or get rid of it. The kids will find this lots of fun and mums 
can see exactly what clothing is too small or beyond repair.

5 - Paperwork be gone!
Deal with paperwork as soon as you open it. Mail, bills, catalogues, school notes and receipts - it 
all piles up so quickly! To cut down on the confusion with paperwork, try to sort mail as soon as it 
arrives - it's much easier to deal with in small doses. Keep a simple system of clearly-labelled 
folders for easy filing. Do the same with your email inbox - a daily clean-out will ensure you never 
have to deal with that annoying ‘mailbox is full' message again.
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6 - Super storage
Invest in good shelving and storage solutions, but remember - more storage equals more stuff. In 
particular, ensure each child has suitable storage in their bedrooms for their personal possessions, 
including clothes. When their personal space is filled, go by the rule of ‘one in, one out' - whenever 
they bring something new home to keep, something old has to go. It's amazing how much tidier the 
house (and the kids rooms) will be when all their stuff has a place to live.

7 - Quick kitchen cleanup
Take 5 minutes to clear the kitchen bench and table before bed. You'll feel much better in the 
mornings if you wake to find a tidy kitchen. A quick tidy-up of these two key areas of the home can 
help your morning stress levels, because you won't be surrounded by clutter during that busy 
breakfast and school rush.

8 - Put it away, straight away
Mums are the world experts on multi-tasking, and this can cause a lot of distraction! It's a common 
habit for busy mums to plonk an object down where we last used it, mostly because we're doing so 
many things at once. Get into the habit of putting things away as soon as you're done, and you'll 
cut down on a great deal of the clutter in one simple step.

9 - Speed cleaning
You might be surprised just how much you can achieve when you put yourself on the clock. Set the 
oven timer for 20 minutes, choose an area, and clean, clean, clean! Start a 20 Minute Speed 
Cleaning mums group for some inspiration, and you just might find a sprint-buddy to clean with.

10 - Many hands make light work
Teach your children that cleaning is a family job. Even very young kids can help with some 
household tasks, and dealing with general clutter is perfect for little hands. Make sure your kids 
participate in the daily de-clutter by giving them a couple of small jobs to do before bed. Simple 
tasks like putting the cutlery away after dinner, sorting clothes or filling drink-bottles for school can 
make a big difference to a busy mum.

Enjoy Living in Your New 
Uncluttered World 
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Please feel free to contact me anytime for a chat —  just 
call me on 0412666221 or email me on 

rosalie@carlneedham.com 

Blessings from the bottom of The NEST    
Rosalie
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