
Tidy Tutor University 2.0 Notes for session 2

4 new Habits - 8 total, write them down on an index card, look at them frequently. 
Memorize them.

Say No
Don’t Pass it up Pick it Up
It Goes Where it Goes
Check your planner every day

8 Habits total so far: 

1. Get up 1/2 hour before you actually have to
2. Shower Dress and groom before anything
3. Prepare for Tomorrow
4. Do it now
5. Say No
6. Don’t Pass it up Pick it Up
7. It Goes Where it Goes
8. Check your planner every day

We are cleaning the house in Zones: 

List the rooms in your house, write on an index card Week 1, Week 2, Week 3, Week 4, 
Week 5 (example below)

Zone Plan

Week 1

Week 2

Week 3

Week 4

Week 5
 
Plug in the rooms in your house, making the lighter rooms the first and fifth weeks, and 
the rooms that require more work weeks 2, 3 and 4 (you may double up on rooms)
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Example

Zone Plan

Week 1    Laundry Room

Week 2    Kitchen

Week 3    Living room/dining room

Week 4    Bedrooms/Powder room

Week 5    Entrance way/Hall/Stairs

Every day you look at your calendar and you commit to doing what that day is 
designated for, and you work in the zone that you are in that week according to your 
daily routine.

We dejunk the zone that we are in first, no cleaning yet. OGP (Organizationally Gifted 
People) dejunk all the time, that is how their homes stay clear of clutter.  

First we dejunk using the tools and rules listed below. Decide how much time you will 
give dejunking. 15 minutes minimum. If you can work in your zone an hour a day you 
will get through the house in no time. 

Use marbles (being careful to leave them out of the reach of small children) to keep us 
on task. Put aside a marble for every half hour, determine how long you will need to get 
through your morning routine. Each marble represents time, and you will either move it 
because your commitment has been met, or it will sit there and you will be aware of the 
time that has passed.

Choose a room that will make you the most happy to see nice. Commit to working 15 
minutes in that room every day. If the room you determine is in your zone, you don’t 
have to commit to extra time in it. 

Adding to your morning and Evening Routine
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Morning Routine

Wake up on time make bed drink water

clothes in dryer shower dress and groom put away dishes

make tea/coffee vitamins / eat think about dinner/prepare

Check planner something in room of 
choice

Clothes out of dryer

Evening Routine

15 minutes in zone Make dinner set table

eat dinner clean up dinner check calendar

Make to do list for 
tomorrow

Put thing by door needed 
for tomorrow

Put in a load of laundry

Prepare for bed wash face Moisturize 

PJ’s Brush Teeth Make sure dishes are 
done

Check tomorrows plan Zone Work Bed on time

Remember to take the clothes out of the dryer in the morning. Either lay them flat so 
they won’t wrinkle or fold them. If you can put them away do it, if not, than do it when 
your day ends, or you get home. 

To get for Session 3

•  1 inch binder
•  3 dividers (1 with a pocket)
•  5 page protectors
•  a year at a glance calendar
•  A-Z dividers
•  3x5 index cards
•  Pen with a clip
•  Dry Erase Marker
•  Loose Leaf Paper
•  Piece Piece of Sticky Velcro
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•  Hole punch

The items you you will need in order to de-junk:

* 3 boxes (one needs to be a produce box) 
* A small jar or a piggy bank
* Garbage pail
* Large garbage bags (tall kitchen garbage bags are good size for good will)
* Timer (you can use your phone)
* Shoe box
* Pen and paper
* Your planner

The produce boxes, which I told you to pick up from week one will be used for storage.  You will 
need approximately 20 of these boxes.  Collect them each time you are at the grocery store.  You 
may have to call in advance and they will save them for you.  If you are going to use plastic totes 
for storage, start collecting those and put them where your storage area will be/is.

De-junking a particular zone must be done before any cleaning can happen.  When an area is 
clear of all clutter, then the real cleaning begins.  Don’t worry that things are dirty or need 
attention, if your oven hasn’t been cleaned for 3 years, it can wait until that zone comes around 
again.  It is like putting the horse before the cart. 

You must begin at a specific spot in the room/area.  Begin working from the inside out.  You will 
see that it is not overwhelming.  You will not pull out more than you can put back, but I want to 
stress, if you are beginning in an area of the room where there is a closet, you must begin inside 
the closet.  

The primary rule for de-junking?  GET RID OF EVERYTHING YOU DO NOT LOVE!  If you 
want to give things away; give the recipient a date and time to pick up from you.  On that date, if 
they haven’t come, bring items to Good Will!  Do not give them more than three days.  You 
cannot organize clutter.  

Be very selective with memorabilia!  If there is something that you know should be thrown out, 
but you are having a hard time parting with it, take a picture of it.  You can begin a scrapbook 
after you have the free time to do so. 

Where do you start?  You start in the zone week that you are in right now.  If this is the 3rd 
week of the month and you have designated this to be the kitchen zone, that is where you begin 
de-junking.

For those of you who have a cleaning service come once a week/every other week, you will not 
have to concern yourselves with the detail cleaning list, someone is doing that for you.  The 
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‘stash and dash’ will stop.  Excess belongings will be purged, drawers and cabinets will be 
straightened, and there will be a place for everything.  Your house will have order.  For you, de-
junking is all you will have to do on your zone days. 

It is estimated that for every person living in a home he/she will have one grocery bag of discards 
a week.  A family of 4 times 52 bags a year equals 208 bags of garbage a year lying around a 
house.  Multiply that for three years and you have 624 bags of stuff lying around.  Not in bags, of 
course, all scattered around the place.  If you have lived in a house for ten years and are not 
regularly de-junking- 2,080 bags of stuff is in your house.  It is no wonder why it is so much 
work in the beginning.  After the initial de-junking process, you will do a once over in that 
section of your home to remove clutter once a month on the week designated.

Your daily, morning, and evening routine is what you do every single day.  Last week we wrote 
out a mini daily routine. This week we will add to it.  So replace last week’s routine cards with 
these.  Copy what is written on two 3x5 cards and post them in the same spot as the others were.

You might wonder why I’ve written “Sit down, regroup/drink water”.  This is a time to let those 
who are living with you know that you need five minutes when you get home from work, or at 
the end of your busy day, for quiet.  This is a time for you to regroup and switch gears.  Leave 
work at work.  Enjoy the life that you live.  Just set a timer for five minutes, drink a full glass of 
water, cultivate a peaceful attitude, and begin your evening routine.

Cliff Notes:  
1.  Write down and employ new morning and evening routines. 
2.  Make yourself a weekly plan. 
3.  De-junk each day, for one hour, (15 min at a time if necessary) in your current calendar zone.
4.  Look at and implement your weekly plan every day.
5.  Take before and after pictures and take note of trash bag count.
6.  Bring your things to Good Will and throw out the garbage (recycling whenever possible)

How to De-Junk

* Begin in the Zone you are in for the week.
* Tools you will need: Shoebox, 3 boxes (one needs to be a produce box )
large garbage bags (tall kitchen garbage bags and leaf and lawn size) a pen and pad, a timer, a 
piggy bank or small jar and several produce boxes (apple boxes work best, they have lids and 
handles)
* Label three boxes: Give away/sell, Storage and Put away (you can use 2 laundry baskets in 
place of two boxes, one of  the three needs to be a produce box or plastic storage bin)
* Work around the room clockwise, start @ 12:00
* Set your timer for 30 minutes, if necessary it can be done 15 min at a time.
* If 12:00 is a closet or a dresser, then you open it up and begin inside it.
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* Pick up and look at each item.  Do you love it?  It is a keeper.  If it belongs in that room, put it 
where it goes now.  If it belongs in another room, put it in the “Put away box,” if it is seasonal 
it goes in the storage box (which must be a produce box or tote).

* If you haven’t slept in it, went out dressed in it, or used it, it goes!
* If it is broken, it goes.
* If it doesn’t belong to you, make a note to call the person to come get it.
* An item that is designated for storage is anything that is only used seasonally, such as a 
Halloween costume and it is November, a holiday decoration and the holiday has long past, a 
bikini top and it is not swimming weather, or a scarf and it is August.... you get the picture.
* An item that you do not love, or haven’t used, can’t use, doesn’t fit, or won’t use, goes in the 
giveaway/sell box.
* In the shoe box you will put small things, photographs, really old film that needs to be 
developed, pens, safety pins, hair clips, jewelry (check if the pens work on your pad, if they 
don’t, throw them out), etc.
* Loose change you find goes in the piggy bank or small jar.
* Continue that way around the room until the timer goes off.  When it does you take a 15 minute 
brake, set your timer.  If you have to stop for that session, then determine a time to begin again, 
and respect your appointment.  (Example: de-junk @ 4:00, for 30 min.)  But if you stop until 
“later”, you must empty boxes (except storage) by putting items in appropriate rooms.
* When the “Storage” box is full, put the lid on it and put it in the area of your house where 
storage is kept.  It doesn’t matter that there are scarves and bathing suits in that box.  Later, the 
storage area will be organized.  Get another produce box and start anew. 
* When the Put Away box is full, stop what you are doing, even if the timer has not gone off, and 
put away all of those times in the rooms they belong.  You will continue this even if your timer 
goes off, until that box is empty.
* Put your “Give Away/Sell” items into the tall kitchen garbage bags and bring them out to the 
car now. 
* Take the garbage out of the house.
* Write down on the pad any items that you need to get for that room or anything you may need 
to remember. (Example: line drawers and cabinets, call Julia to pick up her kids right glove, get 
hooks for back packs and jackets, get a mirror and a shelf, get a drawer organizer, get accordion 
folder for kids papers.)
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