
Breaking Free…



of Clutter & Disorganization



Your Ultimate Office

is waiting…



The Secret is…

• The Skill

• The Systems

• The Tools



Resource Page

Best Tips, Tools, Experts!



The TOOLS –

Clear Project Folders

www.clearsimple.com/resources

• Daily to do’s

• Projects & Clients

• Inside hanging files

• For all size paper

• Incoming papers





www.TimeTimer.com



Paper  & Emai l  Pain





iRAFT 

System
for paper

and email





Paper
Capture Incoming

think email…



Capture the Incoming Papers



Capture the Incoming - Vertical



Incoming paper - Vertical



Capture INCOMING information

in the disc bound notebook



INCOMING information

in one place on your smart phone



Paper
Sort Weekly into 

RAFT©



R.A.F.T. ©
READ | ACTION | FILE | TOSS

© R.A.F.T. Clear & SIMPLE, LLC





R.A.F.T.©  Read



R.A.F.T.©  Action



ACTION Containers



R.A.F.T.© FILE
File when done



R.A.F.T.©  Toss



Paper Flow SYSTEM 

2 hours each week

1 – All Incoming into container 10 minutes

2 – Sort incoming into RAFT 10 minutes

3 – Work with Action Items 90 minutes

4 – Filing kept current 10 minutes



iRAFT in place

iRAFT:

Incoming

Action

Read

File 

Toss



iRAFT - email



Learn the Skill – only 10%

















SEE IT


MAP IT


DO IT©



S.T.A.C.K.S.©







SEE IT


MAP IT


DO IT©



S.T.A.C.K.S.©











SEE IT
Take a look at where you’ve been

MAP IT
Make a plan for where you want to go

DO IT 
Take the actions to get it done

Three Step Organizing System



SEE IT ©
Take a look at where you’ve been

and where you’re at…



The Ultimate Office Checklist



Write the story your clutter tells.



Draw the story your clutter tells.



Ask yourself:
1.What’s working? – I have a dedicated office space

2.What’s not working? – There are piles of paper 

everywhere

3.Where am I stuck and why? – I don’t have a system 

or place for the paper to go until I can deal with it.



SEE IT literally by 

taking pictures.







MAP IT ©
“Make a plan” for where

you want to go



Write your vision

What do you really want?
Look
– Beautiful & Open

Feel
– Inviting and fun to 

be in, happy

Function
– Organized zones 

with everything in 

place, productive



The Ultimate Office Checklist



Fabulous Furniture

• A great desk – U SHAPE

• Lateral file drawers

• Best chair you can get

• Bookcase and reading chair



“I” Shape Desk Surface



“U” Shape Desk Surface



Design & Ambiance



Excellent Equipment



Supplies Contained

• Within Reach

– Two desk drawers with active supplies

– Needed paper, purse, calendar

– Technology

• Nearby

– Less active supplies

– Other files and storage



DO IT ©
Take the steps to get there



S.T.A.C.K.S.©



ONE Step at a Time

◼ SORT

◼ TOSS

◼ ASSIGN

◼ CONTAIN

◼ KEEP IT UP

◼ SIMPLIFY



Sort
What is it?



SORT into hanging file folders



Toss ©
Do I need it or want it?
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RECORD	RETENTION	GUIDELINES	
	

Item	 How	long	to	keep	it	
Automobile	records	(title,	registration,	repairs)	 For	as	long	as	you	own	the	vehicle	

Appointment	books	(past)	 For	1-10	years	(or	longer)	-	according	to	your	
comfort	level	and	whether	you	use	them	for	tax	
records,	reference,	or	memorabilia	

ATM	slips	(typically	kept	with	bank	statements)	 Maximum	seven*	years	if	needed	for	tax	
purposes**	

Bank	statements	(Only	keep	cancelled	checks	or	

duplicate/carbon	copies	of	checks	if	that	is	your	only	
record.)	

Maximum	seven*	years	if	needed	for	tax	

purposes**	

Credit	card	statements	 Maximum	seven	years	if	tax-related	purchases	on	
statements;	otherwise,	until	annual	interest	

statement	is	supplied	by	company.	

Catalogs	&	magazines	 Until	the	next	issue	

Dividend	payment	records	 Until	annual	statement	is	supplied	by	company,	
then	just	annual	statements	

Household	inventory	&	appraisal	 As	long	as	current	

Insurance	policies	(auto,	homeowners,	liability)	 As	long	as	statute	of	limitations	in	the	event	of	late	
claims	

Insurance	policies	(disability,	medical,	life,	personal	
property,	umbrella)	

As	long	as	you	own	

Investments	(purchase	records)	 As	long	as	you	own	

Investments	(sales	records)	 Maximum	seven	years	for	tax	purposes	

Mortgage	or	loan	discharge	 As	long	as	you	own,	or	seven	years	after	discharge	

Property	bill	or	purchase	 As	long	as	you	own	the	property	

Receipts	 	

							 Appliances	(Attach	the	receipt	to	the	
								 Owner’s	manual.)	

As	long	as	you	own	item	

Art,	antiques,	collectibles	(Attach	the	receipt	to	

the	paperwork	or	certificate.)	

As	long	as	you	own	item	

							 Clothing	 For	the	length	of	the	returns	period,	unless	tracking	
household	budget	

							 Credit	card	slips	 Until	statement	comes	and	you	can	match	
purchases	

							 Furniture	(Attach	the	receipt	to	the	
														Paper	work	or	certificate.)	

As	long	as	you	own	item,	in	case	repair	is	needed	

							 Home	improvements	 As	long	as	you	own	home,	or	seven	years	after	sale	

							 Household	repairs	 For	life	of	warranty,	or	longer	to	track	reliability	
record	of	service	people	and	their	rates	

Major	purchases	(Attach	the	receipt	to	the	
paperwork.)	

Life	of	item	

Medical	billings	 Maximum	seven	years	

Medical	records/history	of	any	major	test/illness	 Keep	permanently	

Rent	receipt	 Your	cancelled	check	is	sufficient	

www.clearsimple.com/resources



Assign
Where does it go?



Zones – clear work area, incoming, 

action, to sign, conference area



Contain
What does it go in?





Keep It Up
How do I maintain this?



Set aside time daily, weekly,

monthly, quarterly, annually



Simplify



One hour clean out  of 

the STUFF that is:

1 – PAST Time 

2 – NOT Yours

3 – NOT Here



“Our day is doomed before we even 

start because we created either a 

completely unrealistic plan

or no plan at all.”
Erin Elizabeth Wells

ChosenCourse.com/PowerfulDay



Only YOU can do 

what only you can do…



SEE IT
15 minutes to discover

what is going on inside you!

MAP IT
Ask what are the 3 most 

important things for the day and 

write them down!

DO IT
Decide when you will 

act on the top three!



Here’s how it works…

1. US Chamber P.P.

2. Plan September 
and this week.

3.  Admin & Money $




