
Session 4 
1. Review of session 3:
Habits:

1.Week 3 habits:

• Close cupboards, drawers  and closets
• Don’t leave house before morning routine is done
• Write it down!
• Hurry up and slow down

All 12 Habits

1. Do it Now
2.  Prepare for tomorrow today
3.  Up 1/2 hour before you have to
4.  Shower groom and dress before anything
5.  Say No
6.  Don’t pass it up Pick it up
7.  It goes where it goes
8. Check your planner every evening
 9. Close cupboards, drawers and closets
10. Don’t leave house before morning routine is done
11.  Write it down!
12.Hurry up and slow down



Session 4 - 1 review of session 3:
The Binder - Remember - It only works if you work it.

Direction + Focus = Peace

Your day will start: 
Wake up:

Think about the day.
Go into kitchen open binder.

Look at todays focus & this weeks zone
Do first thing on “morning routine”

Cross off as I go

Remember not to be distracted
Take my word for it, do first things first!

Night Time Routine begins when your 
day ends, not when you are ready for bed



Zone focus

Week 1 - Entrance way/Foyer
Week 2 - Kitchen/laundry area
Week 3 - Living/dining rooms
Week 4 - Bedroom/bathrooms
Week 5 - Hall/stairs/side entrance

Weekly Routine

Sunday - Family/rest/quiet
Monday - Free Day
Tuesday - Desk Day
Wednesday - Once Over Day
Thursday - Loose end day/desk
Friday - Errand Day
Saturday - Family Work day/Errands

Family Day:  It is a day that you devote to family, a day that is planned for them.  And also time 
to rest. 

Free Day: It is a day that is free from work, you do what you want. (In the first four weeks 
though, you probably should indulge in a Free “Half” Day.)

Desk Day: This is a day devoted to paperwork and office type stuff.  Mail, bills, letters, phone 
calls that need to be made, and clearing/cleaning up your desk/office area. 

Once Over Day: This is not a day to do any detail cleaning.  Get yourself a glass cleaner, 
newspaper, or paper towels, and a rag sprayed with some kind of wood polish.  Go around the 
house starting at your front door and think, “The pastor is coming over right now!”  Just hit the 
smudges on mirrors and doors, eye level wood work, and light switches. Then floors: vacuum, 
sweep and wash the kitchen and bathroom floor… But don’t care too much, this is not detail 
cleaning.  You will also dust, BUT you do not move anything!  You go around stuff, remember - 
THE PASTOR IS ON HIS WAY! On this day you will also change the sheets on all the beds.  
Delegate chores - have the bed user change their own!  You move fast and just hit specifics.  
Your house gets a Once Over once a week.



Loose End Day:  This is a day where you take care of things that have fallen through the cracks, 
a day in which you do what you neglected to do, or didn’t realize had to be done until it came up. 
(You can chose this day to change sheets if it works better for you, and use it as a tickler day to 
clean the car and water the plants.)

Errand Day:  This is the day you do all your errands.  I have more than one of these.  Check 
your calendar; this is how you will decide when to do errands.  You might have an appointment 
that will bring you close to a particular establishment that you frequent.  For example: If you 
know you are going to a specific place and the dry cleaners is next door, make that one of your 
errands for that day, even if it isn’t technically your errand day.  If you make a regular trip 
somewhere, like a class, or an appointment, then plug in Errand Day to that day as well and 
accomplish those errands in the area. (The planning for errands that are NOT already determined 
as your errand day, are based on your schedule, and will be done during your before bed routine)

Family Work Day:  This is when your family helps out.  You are not the only one who lives in 
that house, and you should not be the only one who cares for it.  It is easier to get help when you 
know what has to be done.  But, remember, you cannot get them to make their bed if you are still 
lying in yours.
Saturday is usually a good day for Family Work Day and Sunday is usually good for Family Day.

Session 4:

• Bathroom Swish
• Take Care of  you!
•Getting the family involved
• The Tagging Game
• Family Work Day
• Dinner time and living life at home
• Responsibilities and delegating

Bathroom Swish
Before you leave the bathroom,
every time, you spray the mirror, vanity/sink
and toilet and wipe it down quickly

Every time you get out of the shower you squeegee
and wipe down the tub.



Take care of you
Remember to wash your face and moisturize before bed, and make it 
like an appointment, not just before you crash, but as a matter of 
importance.

The Tagging Game 

The Organizationally-Gifted have a low tolerance for sloppiness in others that live with them.  
We, the organizationally-challenged, tend to tolerate a certain level of mess from ourselves and 
those who live with us before we blow a gasket.  There are two things we need to consider with 
that statement.  Firstly, we want to avoid the “blow a gasket” stage of existing, and also we want 
to maintain living in order, especially when we have been working so hard at de-junking and 
changing other habits that have begun to become a part of our lives.

If you do not live alone, it can become extremely frustrating to be working so hard at something 
only to have it sabotaged by those who live with you.  Employing what follows keeps that from 
happening as well as stopping all the unconscious clutter that occurs at home.  It will prove to be 
one of the best practices you will implement in maintaining a clutter-free living space.

It is called “The Tagging Game”.  At least, that's what I call it.  It was introduced by Pam and 
Peggy in Sidetracked Home Executives.  When a car is left on the street for days without being 
moved, the local law enforcement puts a warning out that the car is in danger of being towed.  
On a particular date the car is towed if the owner does not move it.  Because of the expense 
incurred due to towing, the owner, if able, will move that car to avoid such penalties.  The same 
principle is applied to things left out at home in places where they do not belong.

Here is how it works: A piece of paper is placed on the fridge or a bulletin board with each 
member of the household's name on it.  Make sure there is enough space below each name to 
make a list of infractions.  If Suzie is reading a book and drinking water in the living room and 
leaves it to get ready to go out to play or to go to sleep and leaves the book on the couch and the 
empty glass on the end table, she will get a warning from anyone who sees the transgression.  
“Suzie! You left your book and glass out.”  Suzie now has the opportunity to fix the situation.  If 
a fair amount of time has gone by, approximately 10 minutes, not longer (unless Suzie indicates 
that she needs longer due to a mitigating circumstance, at which time, an allowance of more time 
will be made) and Suzie did not rectify the situation, the person who “called” the infringement 
then takes care of the mess themselves.  They will put away the book, wash the glass, and put it 
in the drain or dishwasher.  THEN THEY WILL FINE THE OFFENDER for each item that has 
been dealt with.  In this case 50 cents, 25 cents for the book and 25 cents for the glass.  Beneath 
the name of Suzie on the paper, that is on the fridge, the items which were cleaned up are listed 
with the fine next to it.



What would motivate someone to clean up after another you might ask?  At the end of the week, 
say every Friday, a tally is made for each household member and the person with the least 
amount of fines wins all the money, which can really add up.

Here are some absolutes in employing this game.  Have a meeting and discuss the rules of the 
Tagging Game, and explain what is about to be implemented.  Realize no one will take you 
seriously the first week.  Until they begin to see fines adding up under their name and realizing 
that they might lose, they will not feel any sense of urgency to join in and comply.  When they 
do, watch out!  It can become ruthless, and that is why you must have specific and exact rules in 
place:

* The parents are fined just as Suzie and Billy are. 
* The item in which the person has been tagged for has got to be listed. 
* The person who has left something out has got to get a warning first and be given a fair amount 
of time (which is pre-determined say 5 minutes) to clean up his mess. 
* Any item that does not belong in an area is taggable.  A purse on a chair, a pair of sunglasses on 
a counter, or a book on an end table. 
* Any guest is the responsibility of the person who invited them. 
* Any small child who can not be responsible for their mess is the responsibility of the person in 
charge of them at any given time. 
* The person who made the meal for the family will not be charged for the pots and pans used to 
make the meal, but will be responsible for excess, such as all the cuttings left on the counter from 
peeling vegetables and spills not wiped up.  Unless you are the one designated for kitchen duty 
after dinner, you must maintain a level of maintenance while you prepare a meal.

If you have children who do not have paying jobs, you will have to give them an allowance for 
this to work.  It will be the best dime you ever spent.  If it is difficult financially to make that 
happen, I suggest you figure it out.  Five or ten dollars is worth its weight in a housecleaning 
service because that is what this proves to be.  You may need to adjust the fines to ten cents per 
item, depending on the amount of monies each person in the household has.

You will find also that you are made keenly aware of your own unconscious clutter and really 
find this to be a great training tool in implementing the habits that you are so diligently trying to 
incorporate into your life.

Those in your household who receive an allowance must be paid their allowance before tallying 
the infractions.  The idea is for them to feel the possession of the money so that they realize the 
loss of it when it is paid out.  You may have to do as I did years ago; I put an envelope on the 
fridge with 5 one dollar bills in it for each child.  The visual image of the money serves as a 
stronger temptation;  they believe they will actually get that money.  The first week you play, 
someone in your family will win ten or twenty or more dollars.   From that point forward, you'll 
find everyone eagerly participating in the game without any provocation from you.  



Papers:  Before you begin reading this section, I strongly encourage you to visit my website to 
watch a video called “Papers.” I have it here written below, in written form, but it is a lot easier 
to watch demonstrated.  

It doesn’t matter the amount of papers you have piled up, you tackle it all the same.  If you don’t 
already have a filing system, make one.  De-junking your present filing system is something that 
you will include in your zone time working on your Desk Day.  If you are looking for something 
to use as a filing system and you know that you are more of a visual person, then a crate-like 
hanging file folder system will work great for you.  Otherwise, you can use a filing cabinet, a file 
box, anything that you have.

I recommend going paperless from now on. For us Baby Boomers that is just a tough thing to 
wrap our heads around.  Think about it. You are not losing the paperwork you are only keeping it 
on your computer. If you are afraid of having your “Paperwork” lost with a computer crash, 
when you get the email confirming payment, or when you have anything that would normally be 
mailed physically to you that you want, just put it on a Zip drive. It will be safe there. 

I am thinking of doing a little tutorial on how to actually do that online for those who were like 
me once upon a time, very tech deficient. 

Here is how you organize your paperwork/mail/bank statements, anything that comes in the mail 
and you will need access to. Please see video: 

Things you will need:  A large (decorative) storage box and a (decorative) cardboard picture 
storage box from a craft store.  Inside the storage box you will place: 12 letter-sized envelopes 
labeled Jan to Dec (along with the current year), a bunch of blank envelopes, a plastic Ziploc bag 
in which you will place stamps, a pen, address labels.  You will also need blank envelopes, a 
calculator, your checkbook, and registry if you do not carry it with you.

Put the bills and mail you need to address in the large box as it arrives.  When you open your 
mail, do it over the garbage/recycling.  Recycle fillers.   When you come across a piece of mail 
that needs your attention, put it in the cardboard picture storage box.  All of your bank statements 
will also go in that box.

After you pay a bill place the stub into this month’s envelope.  Write the check number, date, and 
amount paid (if you called it in or paid it online, you will write that on the stub along with the 
confirmation number).  All of your pay stubs will go in the appropriate month’s envelopes.

For items that you may have to find such as receipts, do not put them in an envelope of the 
month, the odds of you remembering what month you purchased something, or paid a ticket, is 
not likely, so you want to make particular envelopes for those things, or make a file in your 
larger filing cabinet/crate.

http://thetidytutor.com/papers/
http://thetidytutor.com/papers/


When you work on your Desk Day, your binder will always be at hand.  As you write out a bill 
or address anything, you will write down all its information on a white 3x5 card and place it in 
front of the appropriate letter in the A-Z dividers.  Include: name of establishment, phone 
number, address, and website, your account number, and any online information you may have, 
such as screen name and password.

Write in your planner “Check Dates To Remember” on your Desk Day during the second week 
of every month.  When that day comes, look at your “Dates to Remember” page.  In your 
planner, on your next Errand Day, make a list of what you are to pick up including any cards or 
gifts.  Write a note in your planner when they are to be mailed or given.  After cards are 
purchased, put them in the picture storage box you have made up to hold all of your Desk Day 
items.  Also, if you are in the habit of calling people to wish them a happy birthday, write 
“Maria’s Birthday, call her!” on the appropriate day.

You will make it a habit to look at your monthly planner to see if there are any appointments 
where you know that you will be in a position of waiting.  Plan to bring things with you on 
appointments and on any meeting times.  If you have children who participate in any events in 
which you will be a spectator, prepare yourself with things to do during these times also, as there 
are often many minutes of waiting before, after, and during such events.  You will: answer 
invitations, fill out cards, address envelopes, balance checkbook, and pay bills.  Fill in the small 
blocks of time with productivity.  When you know you will be in a position of waiting, it is a 
good time and place to clean out your purse and/or wallet, as well.

Dinner time - living life at home
Eating makes a mess. No one leaves the table anymore, everyone who ate cleans up.

Our routine was: We each took care of our own place setting. One person a week was in charge 
of a particular job. Dishes, Table, floor and Garbage.

The cook had to clean up after her/himself, or stand to be tagged. 

Controlled Stash and Dash

If you can’t beat them, join them.

See how you do things, get decorative hiding spaces for your hot spots and then on appropriate 
days designated by your weekly plan, you go through all of your ‘hiding spots’

Holidays and Get Togethers
Inside of your binder have a section for Holidays and Get togethers.



Plan, document, and locate.  I invite people over once a month, that keeps me on 
my toes and gets me to do what I intend. 

Christmas gifts, you can write what you bought, who, how much, if it is wrapped 
and where it is hidden.

You will do this all on your desk days

Storage:  By now you have boxes with a hodgepodge of stuff in them in an area of your house 
where you have deemed to be your storage area, or in several areas, depending on your space.  
The boxes you have been collecting come into play now.  Have a few open and ready to receive 
contents.  Keep your binder on hand and label a divider “Storage.” Give a name for each box.  
For example: Mikie’s Size 5 Winter Clothes would be, M1.  If there is another box for Mikie's 
size 5 winter clothing then you will call that M2.  With a thick magic marker, write the name of 
that particular box on it.  On a piece of loose-leaf paper, write on the top left-side:  Mikie’s Size 
5 Winter Clothes and whatever that box is labeled.  As you place each item into that box you 
write what it is onto the page you have just created.  At the top right corner of that paper you also 
note where the box is located. Example: Right back corner of attic.

You do this with every item in your storage area.  Working on this one hour a day is what I 
recommend.  From then on, any item that is added or taken away from the storage area will be 
noted on the page in which it is written in your binder.

Example of storage sheets
M1 - Mikies winter clothes (Attic - Back right corner) 

Item Detail Item Detail

Red Sweatshirt size 4

Green feety Pj’s size 4

Yellow rain coat size 5

KSC1 - Kathy’s Summer clothes - (Attic - Back right corner)



Item Detail Item Detail

Pink & black Bikini Size 4

Black bebe coverup Size Small

Black flower print 
dress

Size Small

Brown flip flops Braided size 8

T strap wedges Size 8

Denim Capris size 4

S2 - Summer stuff - (Garage - back right corner shelf)
Item Detail Item Detail

Beach Umbrella 
sand screw

Need plyers with it

Sunscreen #30 - 1/2 full spray

Sunscreen #8 - Oil Full

Plastic Iced tea 
glasses 

colorful beach 
umbrellas on it

Iced tea pitcher colorful beach

Lable ________What is inside ________________________ Where _______________



Item Detail Item Detail


