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Introduction

Before I tell you this tip and the ones that follow I want to be sure that you know who 
I am.  I was not born organized.  I identify myself as being O.C. aka Organizationally 
Challenged. 

I did not come into the world knowing how to live an organized life.  There are those 
who are just plain naturally adept at order. I call those O.G.P. (Organizationally Gifted Peo-
ple) just as there are those who were born with natural ability in art or music, there are 
those who are born with the natural ability for order.

We all do not have the same gifts and talents, I came to realize that being organized is 
something that you either are, or are not.  One can learn how to be organized, just as one 
can learn how to be musical. 

As a result of being OC, I lived in chaos.  I learned how to be organized over 20 years 
ago, after reading a book called Sidetracked Home Executives by Pam Young and Peggy 
Jones, and my life has drastically changed.  

Since then, so much of the system that I learned through that wonderful book, has 
evolved. So much has changed in these past 20 years. I have adapted that system and the 
habits accordingly, offering them here and now to you.

There is a definite reason for me to broadcast the fact, that I was born deficient in order. 
You might think that odd, since I proclaim myself to be an organizational guru of sorts. 
The reason I am telling you that I am OC, is because I would not receive these tips from 
one of my O.G.Fs (Organizationally Gifted Friends).  I have no pretense. I am happy to 
be an O.G.P.

I would want to smack one of my OGFs upside the head if they told me what I am about 
to tell you. Especially regarding tip number one.  

ii



Just as an alcoholic would not receive “Just stop drinking” from someone who has never 
struggled with alcoholism, we, the OCs of the world do not take kindly to OGs telling us 
to “Just do it!”

I know, that because it comes from one of your own, someone who is 
O.C.(Organizationally Challenged) that it will be well received. I am happy to be the con-
duit that finally helps you to realize how wonderful you are, even if you never pick up a 
sock or wash a dish.

We all have bad habits, and these tips will make a real difference in you
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When you want things to change and you don’t know where to start, do-
ing this one thing is something that will make a real difference in your life. 
You will see and feel something happening. You will begin to realize that 
something is really changing.

Forming new habits are imperative to becoming organized.  

The habit you are forming right now in tip #1, is to wash your dishes 
every time you use one.  No more dropping things in the sink till later.

If you have dishes now that need to be done, do them... 

Take all the dishes out of the sink and fill it half way up with hot sudsy

water.  

Then put your dishes in it and let them soak for about 5 to 10 minutes.  
If you have a dishwasher, soak them, then put the soaked dishes in it, and 
start it up.  

Put the dishes away as soon as you are able to, you can let them air 
dry.  
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Right now start making it a HABIT to be ultra conscious of dishes. Anything you cook 
with, or eat with, need to be washed right away.

Tell yourself it is no longer acceptable to leave dishes unwashed.  

If you don't have a dishwasher, wash the dishes and put them in the dish drain. You don't 
have to dry them right away. 

When they air dry, or in the morning, be sure to put them away. 

YOU MUST PUT DISHES AWAY IN THE MORNING BEFORE YOU LEAVE THE 
HOUSE.

You must be sure that dishes are done before bed. Before  you go to bed you need to be 
mindful that there are NO dishes in the sink. If you have a dishwasher, go to sleep with 
the dishwasher running.  When you wake up, put the dishes away before you leave the 
house.

You have experienced the full sink with the dishes piled up on the counter top and you 
know how much it stinks. You know how it feels to need a dish or a fork and have to dig in 
a dirty pile of dishes to get one to wash and use.  

You want things to change, you have to do things differently or they will stay the same. 

If you think that adhering to this one tip will not make a difference, please believe me, it 
will!

To recap Tip #1

1. Do dishes as you use them. 

2. Don't go to sleep with any dishes in the sink. 

3. Be sure that dishes are done, or dish washer is running before bed. 

4. Put away the dishes before you leave the house in the morning
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We are initiating a new habit, and we are calling it the “Do it Now 
Habit” I believe I speak for all of us O.C.P. (Organizationally Chal-
lenged People) when I say that we are master procrastinators.  I’ll 
do it later is as natural for us to proclaim as it for us to say “Hello” 
when we answer the phone. 

You must come to a conclusion that this statement, “I’ll do it later” 
is now a thing of the past.

Here are some do it later moments:  You are in the bank drive 
through, you put your drivers license, debit card and transaction in 
the carrier. It gets sucked to the teller, and you wait. When it comes 
back to you, you take the envelope out, put the canister back, and 
you look at the contents or you don’t, that isn’t the point here. You 
then put the envelope on the seat and pull away. What you do with 
the envelope is the point here,  or rather what you DON’T do with 
the envelope. 

You don’t put your debit card or drivers license back where they be-
long, in your wallet or purse. “I’ll do it later.” you say to yourself... 
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How many times have you been behind the 8-ball because of this? The time you thought 
you were SAVING by not putting it away, you ended up wasting. You had to search for 
your license or debit card later on in the day, or even days later when you realized it was 
gone. 

Here is another “I’ll do it later.” scenario. I’m sure it is one you are familiar with. You are 
at the grocery store, you are finished online, the cashier gives you the change, and far be it 
from you to inconvenience the person behind you.  So, what do you do? You stuff the 
change or receipt into your purse or pocket and push the cart out of the store like a hur-
ried freak.

I’m telling you to employ the DO IT NOW habit here. The people behind you can wait 
the FIVE seconds it will take you to put your card and such back where it all needs to go, 
not crumbled up with the receipt in a clump in your hand. 

You can make sure that you have your keys, the last bag packed, your cell phone, and 
debit/credit card before you walk DIGNIFIEDLY out of the store.

How many times have you had to go back for your keys when you arrived to your vehicle? 
Or have gone home without a bag, only to call the store to hold it till you could go back 
there and get it at another time?  I’m telling you, take your time and DO IT NOW!

Ask your OG (Organizationally Gifted) friends how often they need to return to the store 
for left items. You will be surprised that it is not a common occurrence for them. May be 
NEVER!

Here is another example: You arrive home with an arm full of things and drop your keys 
with all of your items. You say “I’ll get them later” and continue on with whatever your 
agenda was. Later you need to run an errand and go for your keys, but you can’t find them. 
You forget all about the fact that you dropped them when you arrived home earlier and 
you begin to tear apart the house. 

You will SUDDENLY remember, but not before you became late for where you were go-
ing and not before you made a shambles of the house, as well as making everyone who hap-
pened to live with you upset.

7



Here are some “Do it Now” moments I want you to incorporate. When you open up some-
thing that has a wrapper, you throw it out now, not later. You spill something as you pour a 
drink, wipe it up now, not later. You get out of the shower and there are clothes on the 
floor you took off before getting in, take them with you and put them in the hamper 
NOW not later. See?  

Just do it all now, and you can thank me later. : )
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Here is something that is EASY and you will not believe how great it 
will work! 

You will be so happy about how laundry issues will become a thing of 
the past. 

Before bed you are to put a load of laundry in the washing machine 
and when you first wake up you are to put that load in the dryer. 

Then you just go on with your morning.  When the clothes are fin-
ished drying, you must take the clothes out.  They will be wrinkled if 
you don't and it will not make you happy! 

If you have time to fold them, then fold them, and keep them in the 
basket till you get home to put  them away.  

If you do not have time to fold them then take them out of the dryer 
and lay them flat.  This will keep them for being wrinkled when you 
are ready to fold them.

When you get home you are to fold them AND then put them away.  
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If you were able to fold them before you left the house then just put them away when you 
get home. 

Now I know it is a challenge putting away clothes because the drawers are stuffed with 
items that you barely ever ware. Possibly they are filled with last seasons wardrobe.  

Do the best you can for now.  We will get to de-junking your place soon enough. 
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We are going to talk about getting up a little earlier than you do 
now. 

We like our sleep, but this new habit is absolutely necessary. I'm 
asking you to trust me that this is essential in reaching your goal 
to live an organized life.  

It will make a real great difference in your life if you employ it.

Get up 1/2 hour before you actually HAVE TO.. If you wake up 
at 7:00 in the morning and you leave the house at 8, than you 
wake up at 6:30 now. 

If you work from home and your feet hit the floor at 8:00 and 
you start working at 8:30, you must get up at 7:30 now.

If you are a stay at home parent you need to wake up a half hour 
before the mainstream of the family.

Another habit to incorporate with this one is to  shower, groom 
and dress before anything. 
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EVEN IF YOU ARE NOT LEAVING THE HOUSE.

O.G.Ps (Organizationally Gifted People) wouldn't even think of not getting themselves to-
gether for the day, even if they are staying at home.

Weekends, sleep till you want too, BUT, SHOWER, GROOM, AND DRESS, BEFORE 
ANYTHING, even on weekends.

Begin to employ these two new habits and you will NOT miss the extra 30 minutes of 
sleep. I promise. You will thank me for asking you to try this and You'll be amazed by how 
things change in your world.  Really you will!
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Think of things that you are always looking for. You know 
what those things are. Here are some examples: Your keys, 
your jacket, your sunglasses and or your glasses, your purse 
or wallet, your shoes, your iPod, and ear buds... 

Just think of the things you scramble for in the morning 
when you are leaving the house.

I want you to make a place for each of those items.  Here 
are some ideas: A hook for your keys right by the door you 
use most often when entering and leaving your home.  

You need to begin a new habit. Every time you get home, 
before you do anything, Your keys keys go on that hook. If 
they leave your hands, that is where they go.

Get another hook and place it somewhere that is conven-
ient for your purse to hang on. Then you put it on that 
hook when it leaves your hand after you enter the house. 
You can put it behind your bedroom door, a hall closet door 
or in your hallway. Pick a spot, put up a hook and there you 
go, a home for your purse. 
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No more unconsciously dropping things where you stand.

If it is your wallet that you need a place for, get a small basket for your dresser and put it 
in that.  (If there are things you remove from your pockets every day or before bed, you 
can place all those items in that basket as well)

Get a decorative bowl or basket and place it by your front door, or on a table by your en-
trance way.  Now, if you don't have a table by your entrance way, then put a decorative 
bowl somewhere in your home and put your iPod, ear buds, and sunglasses in it.  Now you 
will know where to look for those things when you need one of them.

If they are out of your hand they are to be released into that bowl!

This is going to sound like a DAGH! Moment... but you do know that all the great base-
ball players practice fundamentals every day. That is how they stay great!

Hang up your jacket and put away your shoes.

I know it has been a habit to put your jacket on the back of a chair and kick your shoes off 
under the table, under your desk,  or by the couch. Right now, today, make it a conscious 
habit to put them away instead. If they are to leave your hand (or feet) they are to be 
where they belong.

The time saved, and aggravation avoided by employing what I have suggested here, in tip 
number 6, is worth its weight in gold. 
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OK, right now we are going to discuss saying no.  This is very impor-
tant.  You have got to grasp the SAY NO! habit to become organized.  

Slob stands for: Spontaneous, Light hearted, Optimistic, and Beloved.  

The main reason we are beloved is because we say yes to everyone 
when they want something from us or want to do something with us.   

We hate to say no to people.  The reason that it is so easy for us to say 
yes, I believe, is because we don't have the mindset that doing what we 
do for our own lives is all that important. 

We figure we can always get to whatever has to be done at home... we 
live there.

Another reason is because we have a warped perception of time. 

Some things we think will take so long to finish, so we won't even start, 
like a closet, or doing a bunch of dishes that piled up.  But things that 
people ask us to do for them, or with them we say, "Of course I can do 
that!" and agree to do something that there is absolutely no time for. 
Because we think we can do it. That is the Optimistic part of our per-
sonalities.
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Sometimes all we have to do is be aware.  Awareness shines light on a subject and with that 
comes truth. With truth we can see clearly, and when we see clearly we can implement 
change. 

So now you see, it is OK to say no. You will not be overworked, overdrawn, overburdened 
or overbooked if you take a little time, and think before you say yes! 

Consider what you and yours has going on and say no, if the request doesn't fit!  It will feel 
odd at first, it may even hurt a bit, like you are putting on a pair of shoes that are 2 sizes 
too small. Please take my word for it that it is a perfectly natural way to feel. Before you 
know it, a miracle will take place! Those shoes transform to your exact size. They actually 
begin to feel like really comfortable well work fuzzy slippers! 

Many times a request is not to do something FOR someone, but to do something fun with 
someone. Like an invitation to breakfast or to go to the City or the beach. We like to have 
fun, it is our nature. 

When an organized person tells you that they have to check their calendar you don't get 
upset, do you?  

That is how you are to respond from now on. “I must check my calendar and I will get 
back to you.” 

I know you like to do what is fun, but remember that being behind the 8 ball is never fun, 
so the FUN thing, really isn’t fun at all, it is a smoke screen for disaster down the road. 

When I began to implement the SAY NO habit in my life I found out who my

friends really were. I used to drop everything to help out. When I began on the journey to 
order, and began to continuously put family and myself first... something happened. 

You may find that some people drop out of your life when you start saying no. When you 
don't drop everything as you used to do.  

Those who love you, they will stick around and also be so proud of you and

what you are doing. You will get support from some and discouragement from others, if 
some ‘friends’ fall off the radar, they fall off the radar. 
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Just keep moving toward your goal.

See your schedule as important, check your calendar before committing to anything, and if 
it will make life difficult or doesn't fit, then SAY NO and give someone else a chance to 
give.
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Think about Tomorrow Today - Really think about what you 
have going on tomorrow.

I want you to hang a bag on the door knob (the door that you 
use to leave the house every day) and put things in the bag that 
you need to take out with you.  

Here are some things you may be taking with you: Your sun 
glasses, iPod, ear buds, letters that needs to be mailed, library 
book or movie that needs to be returned, and your phone 
charger.

Be sure you have your keys too and put them in reach. What 
shoes are you going to wear? Place them by the door as well.  

Do you have an appointment? What will you need for it?  May 
be your insurance card? A check book? Will you have to wait a 
period of time alone? Is there a magazine you have been want-
ing to read? A book you have been meaning to finish? Put it in 
the bag, bring it with you and read it while you are waiting.
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 Do you need to go somewhere you have never been? Need to print out directions? Be sure 
you have the address for your GPS and the phone number of your destination.  

Get it together now, program it in your phone, or write it out and put it in your purse or 
jacket.

Do you need to pick someone up? Call them and confirm, make sure that the time you are 
to pick them up is correct and you are sure of the place you are going.

Is there a bill that needs to be paid online tomorrow?  If you need to pay it while on your 
lunch break will you need specific information to get that done. Get it together now. 

Think about what you are going to wear tomorrow also. Is there something

that needs to be ironed, or do you need to put something in the dryer?

In a nut shell... think about tomorrow and prepare for it tonight.

I begin preparing right after dinner, I prefer doing that than beginning before bed.  Think 
about what works best for you and start then.   
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PLEASE DON’T SKIP THIS AND THINK IT ISN’T IMPOR-
TANT! 

Determine a Bedtime and drink enough water.

Sleep, water and nourishment are necessary for optimum living.  
We need to take care of ourselves.  

I know your nature and you are always taking care of other 
things, and other people and you put yourself on the back 
burner.  We often feel that there is no time to take care of our 
needs, and often we don’t see it as all that important.  I am tell-
ing you that it is vitally important to becoming organized.

Determine a bed time and get yourself ready for bed every night. 
Literally think about what time that will be and then write it 
down.

Don’t get yourself ready for bed just before you crash. I want you 
to begin seeing this as a matter of importance and appointment.  
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Here is my suggested night time routine.  If all you do is set a bed time, get in bed at that 
time, and prepare for bed by washing and putting on your Pajamas it will move your world 
a happy degree. 

Here are some additional things you may wish to include.

Night time Routine

* Be sure dishes are done and out of the sink,

* Think about tomorrow and prepare for it.
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Prepare for Tomorrow Routine

Hang a bag on the door knob
put things needed in the 
bag

put things needed in by the 
door

Get your clothes ready for 
tomorrow (include shoes)

ask family if there are any 
specific needs for tomorrow. wash face and hands/

moisturize,  brush teeth
put on Pajamas

Go To bed on time



We need Sleep and water, start your day right with a large glass of water and end your day 
right with a ritual that will set you up for a success tomorrow.  

I am not a health professional and I am not giving advise. If you consider that our bodies 
are over 70% water you see the great need for it. Continuing to be aware of your water in-
take during the day, trying to drink 8 glasses before bed is suggested by health profession-
als.

Consider that we need about 7 hours of sleep for our bodies and our minds.  Set a time 
with this in mind and don't go to bed past 30 minutes of your set time.

Tell your family, or those living with you that this is what you are doing, let them know 
what time you will be retiring, and then YOU need to honor it by making it happen.  

If you are asked to do something for someone last minute, SAY NO! Let them know that 
you are respecting your new routine, and they will too.  They will get the message that you 
mean business, and if they want something done, they had better ask you e
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This is really important to becoming organized, I am going to ad-
dress THE TELEPHONE I want you to think about not answering 
your cell at home just because it rings. Think of it as a rude inter-
ruption if you are in the middle of something, or you have a plan, or 
even if you are conversing with family let the call go to voicemail.

This is what I did when I first began to get organized. I was in-
structed to this rule: Shut off the TV, and stop answering the 
phone. 

You have to realize that organized people? It is what they do. They 
take care of first things first. 

Now I have 5 children, and I will give you some 20/20, they get big 
really quickly, My daughter is 31 years old, and when I think back 
and remember how it used to be when I was severely disorganized. 
I was always on the phone and gabbing. My children would come to 
me calling, "Mommy Mommy" and I would say "Wait a minute I’m 
on the phone.” “Can’t you see a I'm on the phone!” all annoyed 
like... 
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I could smack myself upside the head, I swear, because I cant get that time back, and the 
person I was talking too? Where are they now? I don't even know. 

To become organized you must re-evaluate your lifestyle. You must step back and realize 
that things have to change. You can not continue to do what you have been doing or life 
will remain the same. You will not live an organized life.

One of the things you are going to find out as you begin to venture into the land of organi-
zation, is that when you begin to pull back from the things that you used to jump to do. 
When you begin to change things up, some people are going to disappear from your life. 
When you're not there for certain people anymore, the way you used to be some of your 
‘friends’ will drop off. 

If that happens, good, at least you found out now. The people who stick around, are the 
people who love you. The ones that will be really happy that you have decided to reevalu-
ate your priorities, and get it straight. 

When you think about it if you were at work and someone stood in front of you and said 
Ring! Ring! Ring,! You would say, excuse me I'm working. You wouldn't feel funny about 
that, you wouldn't answer them. 

Think of it the same way when you are at home. When the phone rings, think to yourself, 
"I can't answer that I'm working." Home life is important, your life is important, your lit-
tle babies are important if you’ve got them. 

Take the time to do what is right, you will not regret it. I promise.
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Included in tip #9 “Determine a Bedtime”  we put together a 
night time routine.  I am introducing to you now, a morning rou-
tine.  Something to include with it. 

Your morning routine is something you will do every morning be-
fore you go on the computer or any other 'fun' distracting thing 
that we LIKE to do.

We have already established tips that are incorporated into our 
daily lives. Here we will be putting them together to establish di-
rection, which will bring predictability and focus to your day.

All of the proceeding tips #1-10 will be incorporated here.

Doing the same thing every morning makes for a wonderful foun-
dation to our day, and doing essential things first sets us up for 
success in achieving your goal to live an organized life!

Below you will see a mini-morning and evening routine.  Write 
them out on 2 index cards and put them up somewhere in your 
kitchen, on the fridge, a bulletin board, or tape it to a cabinet 
door.  
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Be sure to put them up somewhere where they can be seen, read, and referenced. 

Morning Routine:

Wake up on time, make bed, put clothes in dryer,

 shower, groom, dress, 

check calendar/to do list you made from last night, 

eat breakfast, fold laundry or lay flat

Evening Routine: 

Prepare for bed - Wash face, brush teeth, PJ’s, clean up after yourself 

check calendar, make to-do list for the following

day, put things needed for tomorrow by door, 

put in a load of laundry, 

go to bed on time

We like to SEE what we have to do. Conceptual things kinda float

out there, unable to be reached and had.  

I have a system that is visible and helps us to SEE what we are to do, and what we actually 
have done.  It gives us direction and offers encouragement at the same time, what you are 
getting in these tips are components of that system. 
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Untitled

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor 
incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nos-
trud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. 
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