Breaking Free...

SIMPLE. www.clearsimple.com



of Clutter & Disorganization




Your Ultimate Office
IS waliting...

EMILYLONDONPORTRAITS.COM




The Secret is...

* The Skill
* The Systems

* The Tools




Resource Page
Best Tips, Tools, Experts!
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Freedom Filer Clear Project Folders
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The TOOLS -
Clear Project Folders

* Dailyto do’s

* Projects & Clients

* Inside hanging files
* For all size paper

* Incoming papers

www.clearsimple.com/resources



How to use our FAVORITE paper container...
The Clear Project Folder

Hold onto loose items
(business cards, flyers, notes...)
at conferences, conventions,
workshops, meetings...

Separate items within hanging
folders in your filing system.
Lasts longer, works more
efficiently and looks better
than manilla.

File Bills to Pay, Calls to Make,
Mail to Send, Pending Items and
more in your Action System.
Contain all the pieces of
your Projects.




TIME TIM@ Tangible Time Management;=

www. TimeTimer.com
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IRAFT

System
for paper
and emalll

IRAFTo

Handle paper. email & information
in 5 dimple 4teps.

Incoming
Read

File

Toss




INCOMING

ACTION




Paper
Capture Incoming
think emaill...

\\\m//,

\\\\ll/g,
//m\\\

//m\\\



Capture the Incoming Papers

Clear & SIMPLE

Marla Dee




Capture the Incoming - Vertical




Incoming paper - Vertical




Capture INCOMING information
INn the disc bound notebook




INCOMING Information
In one place on your smart phone




Paper

Sort Weekly Into

RAFTO




R.AFT. ©

READ | ACTION | FILE | TOSS




INCOMING

ACTION




R.A.F.T.© Read




10N

R.AF.T.© Act




ACTION Containers




R.A.F.T.O FILE

File when done




R.A.F.T.© Toss

Have shred & recycle containers near by




Paper Flow SYSTEM

2 hours each week

1 — All Incoming into container
2 — Sort incoming into RAFT
3 — Work with Action ltems

4 — Filing kept current

10 minutes

10 minutes

90 minutes

10 minutes



IRAFT In place
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IRAFT - emall

Mailboxes
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Learn the Skill — only 10%
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SEE IT
[]
MAP IT
[]
DO IT©
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MAP IT
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Three Step Organizing System

SEEIT - MAP IT - DO IT®

S E E I I The Foundation System

Take each step below in order to save time, energy and money.

Take a look at where you've been PURPOSE ACTIONGoomow  REWARD

Take 2 fook ot * Write the story your clutter telis. You have a clear
wheve you've + Draw the slory pleture of wheen

a » Take picturmes YOu are now.

»
. ]
» What & not weeking?
* Where are you atuck and why?
Make 3 Plan®

* Do amind map You have a map to
for where you * Make 3 st or create a chart. gulde. inspire, and

YR 4200 + Create a visual picture by drawing v ¥0U formard

Make a plan for where you want to go .

« Wiite how you want the progect
o look feel and funcBon

Take the actions Work through the STACKS You have a system

15 gt there sys1em an the opposte side thaet will take you
through from stant
I ~ Son to finich
D O I R
« Assign

Take the actions to get it done =

+Koep 1w
« Senpldy

€3 Our steps make organizing easier!

ClearSimple.com - 801.463.9090




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? — | have a dedicated office space

2. What's not working? — There are piles of paper
everywhere

3.Where am | stuck and why? — | don’ t have a system
or place for the paper to go until | can deal with it.



SEE IT literally by
taking pictures.

v






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



DIONING®

Take the steps to get there



S.T.ACK.S©

SIMPLE

S.T.A.CKS:=

The Action System
Take each step in order and make only one decision at a time.

QUESTION ACTION TiP REWARD

What ia n? Sort into piles of Place mems » You will know
ke with like. basier’s boxes. exactly what you

Labed each box have

with o post-n

note for steps

ahwad

No other
decisions yet!

Dol need it or Putitinthe keep  Ask “Does this What you have
want 17 o discard pile. SOrve me in my left is what needs
Iife today™ o be organtzed
Only let go when

YOu nre ready

e one pie o
box at a ime

Icertify how Place the tems Everything wil be
you use the YOu use moest where you need it
e and often in the when you reed it
activity 2ones Gasy 1oaccess

accondingly locasons

Megsure the Choose You will enjoy
“DUIT and the cortniners etriaving and
SUMAQe arca that are both 1e-$100g your
before shopping functional and Itermns.

fun

How do | Ask what needs Flace your map i Your keep-tup

maintam 7 o be done daby, sghl and do your  system will make
wewidy. monthly upkann o1 8 high maintaning your
and ancually gy tire MPRoH eadinr

Haow can | Owcide whwther Doss it serve me?  You will feel free,
simp ity and lve any new items Do ! love it? energzed, and
SIMPLIFY  with less® pass the test WH | uee n? abundant.
Do t have room
for u?

ClearSimple.com - 801.463.9090




ONE Step at a Time

m SORT

m TOSS

m ASSIGN

m CONTAIN

m KEEP IT UP
m SIMPLIFY




Sort

What Is 1t?




SORT into hanging file folders




Toss ©

Do | need it or want It?




SIMPLE.

RECORDERETENTIONGGUIDELINESE

Automobile@ecords(title, Eegistration,&epairs)d

Appointmentiookspast)a

ATMBlipsHtypicallyfkept@vithtbankBtatements)a

BankBtatements{Onlykeep®ancelled@hecks®
duplicate/carbon@opiesifhecksifthatisyour®nlye
record.)?

Credit®ard3tatement:

Catalogs@®@nagazin

Dividend@aymentecordsi

HouseholdEnventory®REppraisal?

InsuranceBolicies{auto,thomeowners,iability

InsuranceBoliciesfdisability,@Enedical Hife,Bersonal
property,@imbrell

' .
Art,@nti | i i

Mortgag

[uiiiiial AppliancesfAttach@he@eceiptioith

[ Owner’s@nanual.)?
theBpaperwork®ritertificat

fiiiiiiia) Household&epa

Rentl#eceipt!

www.clearsimple.com@H
801.463.90900

For@-10earsfordonger)B@AccordingRoyourd
comfortdevelEnd@vhetherfoulise®hemForRaxad
records,@eference,Br@nemorabili;

MaximumBeven*FearslifheededForaxa
purposes**@

MaximumBeven*FearsfheededForaxa
purposes**@

MaximumBeven¥ears(ftax-related@urchasesi
statements;@therwise,Antil@nnuallnterestd
statementdsBuppliedibyZompany.
Until@nnualBtatement@sBuppliedbyRompan
thenGust@nnualBtatements?
AslongsBtatute®flimitationsdn@heRventDfatel
claims@

AslHonghsFouBwn

Dwn,BriE Gfter@isch,
e ]

AsHonghsyoubwnitem

Asfong@syoudwnitem?

Forithel thfheFeturnsiperi nless@racki
householdBbudget!

UntilBtatement@omes@ndiouaninatchl
purchases|

Asflong@siyoubwnlitem, AnGaseepairisheede

Forflife®f@varranty,BrongerRolrack@eliability®
record®fBervicelpeople@nd®heiratesd

Pageld®f2n
05.03.01RecordRetentionGuidelines




AsSIgn

Where does it go?




Zones — clear work area, incoming,
action, to sign, conference area




Contain

What does it go In?
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Keep It Up

How do | maintain this?




Set aside time dally, weekly,
monthly, quarterly, annually

Y DU T
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Simplity




One hour clean out of
the STUFF that is:

1 — PAST Time

2 — NOT Yours

-~ S
///// ”\\\\\ 3 — NOT Here




MOVE FROM EXHAUSTION
& TO EXCELLENCE

C H OS E N Optimize, Systematize, Automate
CO%SE
Live & Work With Intention

“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...
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