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Terms and Conditions 

LEGAL NOTICE 

 

 

The Publisher has strived to be as accurate and complete as possible in the 

creation of this report, notwithstanding the fact that he does not warrant or 

represent at any time that the contents within are accurate due to the 

rapidly changing nature of the Internet. 

 

While all attempts have been made to verify information provided in this 

publication, the Publisher assumes no responsibility for errors, omissions, 

or contrary interpretation of the subject matter herein. Any perceived 

slights of specific persons, peoples, or organizations are unintentional. 

 

In practical advice books, like anything else in life, there are no guarantees 

of income made. Readers are cautioned to reply on their own judgment 

about their individual circumstances to act accordingly. 

 

This book is not intended for use as a source of legal, business, accounting 

or financial advice. All readers are advised to seek services of competent 

professionals in legal, business, accounting and finance fields. 

 

You are encouraged to print this book for easy reading. 
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Chapter 1: 

The Basics on Organization 

 

Synopsis 
 

Every person comes with a New Year’s resolution and one of these is about 

the ability to make things in order. Every person believes that if he or she 

will be organized in everything, he or she will become a better person.  

Yes, that is correct but getting started with it will let a person face 

difficulties and challenges as he or she takes the journey towards becoming 

efficient when it comes to organization.  

However, getting what you wanted will never be impossible if you know the 

basics. The following are the 4 primary organizing principles that could 

help you in regaining authority over your environment, your everyday 

schedule and of course, your life. 
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The Basics 

 

Clearing Out the Mess 

People suffer from the so-called “overload” which means too much 

obligations, excessive stuffs, too much details and many more. Clearing out 

the mess indicates that you have to get rid of anything which is not 

important to your life. Keep in mind that untidiness takes up time, energy, 

space and even your money without giving you any advantage. You will find 

clutter in various aspects of your life such as in relationships wherein some 

people are not giving support to your goals and they try to pull you down.  

It also comes with finances involving inefficient spending patterns and in 

the physical space wherein you have some possessions that you don’t use. 

Clutter can also be found in schedule wherein there are interruptions that 

hold you back and it can also affect your emotions as you experience guilt, 

jealousy or you have unrealistic expectations. You have to create a plan on 

how you will clear them out one by one. 

Allot a Space for All 

Did you know the reason behind the physical clutter? Well, that is you don’t 

look for a place where you can put your stuffs. When you are already 

finished in using them, you have to keep them back to where they should 

be. Hence, you should provide a place where they must be stored. Why 

don’t you use neat containers and label them? The use of these materials 
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will be the most ideal way to ensure that all materials you use are organized 

and kept properly. Likewise, you should keep in mind the following: 

 You have to store the items in the space that is nearest to where you 

use them 

 Make sure that all of them are grouped together 

 Keep climatic issues in mind 

 Make all regularly used items more handy 

Develop a System 

You can manage your everyday activities in 2 ways. First, you can perform 

them randomly which means you need to decide about the way you should 

do those tasks. The second option is you do them systematically which 

means you do not necessarily need to put more effort on thinking how you 

have to do your tasks. Your effort as well as your time should be focused on 

finishing the activities and you must able to complete them faster. 

Assess and Change Your Systems 

System setup is such a brilliant step to take in becoming well organized. If 

you employ the system that you use for years, you may not be able to meet 

your needs in the same way you used to. Hence, you have to assess your 

systems to find out if still they can help you or not. If there are problems, 

better to change them with the new ones. 

Getting better organized could be a daunting task but with the help of these 

principles, you will never fail in meeting your goal. What you need is to take 

some simple steps so that all aspects of your life will be in order. 
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Chapter 2: 
Identify Where Your Organization Has Issues  

 

 

Synopsis 
 

 

Maybe you are now trying to learn how to become an organized individual. 

You have the system to follow and you know the dos and don’ts but still, 

you don’t get what you desire. If you experience this kind of scenario, you 

have to reevaluate everything to see where your organization problems are. 

To meet success, you should be able to identify the areas of your life where 

there are unresolved issues. 
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Where Are The Issues 

 

As said before, you will find clutter in different life aspects. To find out the 

concealed problems that pull you down, you should check these aspects one 

by one. First, you must focus your attention to your relationships with the 

people who surround you. There are people who are always there for you 

and they really show their support to your decisions and desires in life.  

On the other way around, you will also find others who are against you; 

they are the ones who are not interested to your aims in life. They don’t 

want to support you and the worst thing is that they don’t like to see you 

happy and successful. What they do is pulling you down and they will try 

every possible way just to get what they want for you. 

 You must observe and take time to think in order to find out if this area of 

your life stops you from achieving access. Then, do something you think 

that will be helpful to overcome the problem. 

If you think that your relationship with everybody is okay, then you should 

proceed to finances. When it comes to this aspect of life, the problem here 

could be you practice wasteful spending. Again, only you will be the one 

who can identify if the problem is about your finances. 

 You have to be a practical buyer; you need to be wise when it comes to 

spending your money. Before you buy something, think first of it; it must be 

something useful to your life. It should be something that you don’t have. If 

not, you will just waste your money for that. To become organized, you’ll 

have to avoid careless spending patterns. 
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Also, your problem can be physically. Perhaps, you keep some materials 

which you don’t use anymore. You have to get rid of them and there are 

best ways on how you can get rid of your unwanted possessions. One of 

these is to give them as donations and another one is to sell them. Those 

things that can be used by somebody else are the ones you have to sell or 

donate.  

In organizing your possessions, you have to find a good place where you can 

store them. Arrange and group them; by doing this, you will find those 

stuffs which are not important to you anymore. Check them and see to it 

that they are still in good condition if you plan to donate or sell them. 

Also, you might become unorganized if there are interruptions in your 

everyday schedule. To avoid this, you should create a schedule for all tasks 

you have to accomplish. Also, try to focus your attention to a specific task 

first before you proceed to the other. If something stops you from doing it 

then thinking of a way on how you can finish your obligation although 

interruptions came in should be done. 

All of these aspects require your time and attention. Failure to check them 

one by one will stop you from meeting success in your attempt to become 

more organized for the coming year. 

  

 

 

 

 

 



10 
 

Chapter 3: 
How Organization Affects Your Life 

 

Synopsis 
 

Every person desires to practice a well-organized routine throughout his or 

her life. It is primarily because he or she knows the possible benefits that he 

or she can get from doing it. You should know that organization can greatly 

affect your life and it can lead you to such good things. If you practice 

organization then you will see that all things around you fall into place. You 

will be more able to avoid rushing as you forgot to bring something when 

going out. Likewise, you will feel more relaxed as well as less stressful every 

day. 
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The Impact 

Practicing organization would provide more time for you to perform other 

things that you like to do. You know where you should go in getting 

something you need and wasting time in searching for tiny things that have 

been misplaced will be reduced. When you are an organized person, you 

would see your relatives and loved ones more often without rushing off 

again as you failed to perform a particular task. 

Lack of organization could leave you anxious and stressed from time to 

time. It will make you feel uncomfortable when someone decides to go to 

your home unexpectedly. You will surely feel this kind of emotion most 

especially if all of the parts of your home are messy. This will make you 

unhappy and embarrassed as your visitor sees the condition of your home. 

If you are an organized individual, you become happier and healthier. You 

will be able to have spare time that you can use to visit the gym or you can 

prepare and cook more foods for your loved ones. Likewise, your 

professional life will be enhanced when you practice organization. 

Otherwise, you will find yourself spending more time for a specific 

obligation that you can supposedly finish in just a few minutes. 

This preview copy ends here and to get the full product, please go to (the 

website URL ). 


