
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Module 3 – Clearing the Past 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 



 

Module Introduction 

See it, feel it, create it, share it.... milk it! 

 

Now that you have a big picture that excites you and a plan to get you there, we’re going to 

set about clearing the obstacles in your way. All the stuff you have in your life that you don’t 

love, need or use regularly or are obliged to keep for legal or other important reasons is clutter.  

 

This module shows you how to de-clutter your home and life of anything that’s not serving and 

supporting you. We will do this by holding your hand and guiding you through a de-cluttering 

project of one room of your home or office. The approach is outlined in this workbook and it is 

the approach a professional organiser would take if he or she was to do this for you. You’re 

going to de-clutter like a pro. You will create a space that you love to be in and where you can 

be more creative, effective and productive.  

 

You might say: “why don’t I just get someone else to do it for me?” I think it’s a great idea to 

get help if you can afford it and if you’re in a real mess. BUT the person you hire is going to ask 

you the same sorts of questions that we’re going to work through here anyway, and they will be 

charging you for their time. So by getting first-hand experience in de-cluttering a room you will 

know the process, you’ll have a framework for making decisions about belongings, you’ll be 

engaging others in your home and you will experience first-hand what it’s like to de-clutter like 

a pro.  

 

In turn, you will see such great results, and you will feel so liberated and inspired that you’ll want 

to do this for every room in your home and workplace. 

 

 

 

 

 

 

 

 

 

 



 

What is clutter anyway? 

 

Don’t confuse being neat, tidy and orderly with ‘being organised’. They are visual 

representations but they don’t necessarily indicate an organised system. You can still have piles 

of stuff lurking away under the surface of ‘neat tidy and orderly’ – it’ll just be in boxes or folders 

or behind cupboard doors.  

 

Being Organised – is about having effective systems in place which in turn often result in visual 

order. Your program ‘Milking it, systems for success in home, business and life’ is giving you a 

series of highly effective systems that you are applying to your life to achieve organisation. From 

there it’s just a matter of time before you achieve your dreams.  

 

So de-cluttering, the focus of this module, is one part of the process of being organised. The rest 

of the program will give you the other systems you need to be truly organised. 

 

 

 

 

 

 

 

 

 

 

 

 

The causes of clutter 

There are seven main causes of clutter. Once you recognise these causes you’ll notice that not 

only will you forgive yourself for letting it build up, but it will be much easier to solve the 

problem:  

1. Storage – you just can’t think of where to put things. Your storage options are inconvenient 

or non-existent.  

2. Environment – you dislike the space. You dislike the rented apartment you are in so you 

can’t be bothered trying to make it work for you. After all, it’s just temporary anyway, right? 

De-cluttering 

Organised Neat 

Tidy 

Orderly 



 

3. Systems – Either you’ve tried systems before and they didn’t work for you OR they may have 

been a cookie cutter approach and didn’t suit you OR you just don’t have any systems at 

all! In short, you lack any systems for managing your ‘stuff’.  

4. Life changes – you just don’t have time to deal with it all OR there have been changes in 

your life that have taken priority, such as the birth of a new child, changing job or moving 

house.  

5. Personal history – you have a need for abundance. This is particularly relevant for those who 

grew up in households where there was scarcity or perhaps through a depression. 

Accumulating physical possessions around them creates a feeling of abundance. 

6. Perfection - It’s got to be perfect! You don’t start the process because you are worried it 

won’t be perfect. If it isn’t perfect then you’ll feel like you’ve failed.  

7. Identity Crisis – some people believe that they just weren’t born with the organising ‘gene’. 

No so! Organising is a skill. Some of us were taught it when we were young others weren’t. 

Conversely, some had parents who tried to teach them to be organised but didn’t pay 

attention – after all she kept everything tidy, so why worry! 

 

Look around your home. What do you think are your main causes of 

clutter? 

 

 

 

 

Categories of clutter 

The above clutter causes all tend to result in these four clutter categories. In my experience, 

there are four types of clutter that everyone seems to accumulate. You may recognise your 

own habits here:  

 Emotional Clutter – things with sentimental meaning but little financial value.  

 Just-in-case Clutter – things with little or no sentimental value but that “might come in 

handy one day?” 

 Fad-Clutter – impulse purchases, often acquired recently, that end up never being used. 

 Bargain Clutter – free or very cheap things acquired at sales, from friends or family or “by 

the side of the road”.  

Source: The Australian Institute Research Paper 62 “Stuff Happens”  

 

 



 

Can you identify which Clutter Category you are most prone to? 

 

 

 

 

OK, now let’s FOCUS on the good stuff. You’re going to experience some major benefits from 

de-cluttering. 

 

Here are just a few: 

 

Some benefits you might experience: 

There are so many benefits to de-cluttering that you may not have considered:  

 

Financial Rewards  

 You will be happier with less stuff and will buy less  

 You’ll save on doubling up with purchases because you can’t find the original  

 Think about all the organising gadgets you’ve bought, hoping they’d solve the problem  

 

More Time  

 Imagine how much time you will save by not having to spend hour looking for lost items. 

 It will be easier getting out the door in the morning  

 Less tidying up of unnecessary belongings  

 Clearing clutter has been shown to reduce the amount of housework by up to 40%  

 

Emotional Rewards  

 You’ll find your home calm and relaxing as there is less competing with your attention 

 You will find you relate better to others in your home  

 You’ll feel a sense of pride in your home  

 You’ll feel confident  

 

Professional Benefits  

 You are more prepared for your job  

 You are clear headed and able to focus on work  

 You’ll have extra time to present yourself professionally.  

 

Personal Rewards  

 You’ll be able to have friends over more often without a major clean up.  

 You’ll have more time to devote to your own projects  



 

 You’ll have a better quality family life  

 More time for yourself!  

 

Which benefits do you most want to enjoy from getting organised?  

 

 

 

 

In summary you can see how being disorganised can be more than just a pain in the butt. 

There is a fantastic benefits to getting organized as well!!!! 

 

Time to TAKE ACTION 

We’re now going to show You the ACTION Plan system that will clear your path to success.  

We will show you a solid system that is flexible enough to be able to change with you.  

 

In this module we use the ACTIONS Plan to get success: 

A………………………………………………………………………………………………………Assessment 

C…………………………………………………………………………………………………Clarify the Scope 

T…………………………………………………………………………………………………...Timing and Tools 

I……………………………………………………………………………………………..Interview and Isolate 

O………...………………………………………………………………………………………….Out and Order 

N……………………………………………………………………………………………….………….Nominate 

S……………………………………………………………………………………..Stand Back and Streamline 

 

 

 

 

 

 

 

 

 

 

 

 



 

ACTIONS = RESULTS:  

 

Everything that comes into your space must have somewhere to go and must also have an exit 

point (at some stage). 

 

 

 

 

 

 

 

 

 

The result of excess input without output is Clutter Chaos. Clutter Chaos is easily identified by 

piles of belonging strewn across a wide area and is frequently confirmed by asking where 

things below. The response of “I don’t know” confirms the condition and “I don’t care” means 

that the condition is almost terminal and requires immediate attention. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Entry 

Point 

- Purchase 

- Gifts 

- Other 

- Peoples  

Home 

- Temporary 

home 

- Permanent 

home 

Exit 

- Donation 

- Garbage 

- Gift 



 

A = Assessment 

Help is at hand and with the Actions plan, the very next item coming into your home will have 

an entry point, a temporary or permanent home and an exit point. Here we go: 

 

 Assess the room that requires your attention. Consider 

the functional, Physical and Emotional elements. Set 

the goal  

 Use the assessment worksheets  

 Golden rule: involve all other household members 

 

 Create zones, list the priorities for the space and set 

your budget 

 Golden rule: focus on your chosen area. Forget 

everything else for now. 

 

 Set a timeline and completion date 

 Gather the tools you need to get started 

 Golden rule: be realistic about time and be prepared 

before you start 

 

 Interview each item - ask them where they fit into you 

plan 

 Isolate items into the appropriate container or zone. 

 Golden rule: be ruthless, you only want to have to do 

this once so make it count 

 

 Decide what goes out. Decide what needs to be 

ordered 

 Golden rule: All ‘No’ items are to be gotten rid of 

immediately. Yes items that are staying in the room to 

be grouped like with like 

 

 Nominate the zones and the home that your items will 

be stored in 

 Golden rule: Be firm with your zones and only buy items 

you absolutely need 

 

 Enjoy the space, continue to streamline it. 

 Review how it works until it’s perfect. then you can 

move on to the next room 

C = Clarity of Scope 

T = Timing & Tools 

I = Interview & Isolate 

O = Out & Order 

N = Nominate 

S = Streamline 



 

A – Assessment 

 

Now we will personalise your home to suit your own requirements, not the “cookie cutter” 

solutions. Any form of de-cluttering needs to take into account your lifestyle and own 

circumstances. 

 

Step One: choose a room or area in your home that you want re-create into the sanctuary for 

you and/or your family. 

 

Write that room down here: 

 

 

 

 

You will now do a Functional, Emotional and Physical requirements of this room.  

 The Functional Assessment is all about how the space should function, what its function 

should be and what you need to make it function.  

 The Emotional Assessment asks you how you want to feel when you are in that space, e.g. 

relaxed, focused, flexible, serene etc.  

 The Physical Assessment can be considered now or at the end of the de-clutter. This drills 

down on the final decoration and what physical limitations or enhancements need to be 

made.  

 

First we need to address the Functional and Emotional aspects.  

 A completed Room Assessment acts as your “road map” of where you are now and where 

you want to end up.  

 Answer the questions honestly and brutally, really let rip!  

 

By completing these questions you will have a much clearer picture of the problems that you 

need to solve and where you want to go.  

 

 

 

 

 



 

Complete the form below to work out what’s going on in your space. 

Functional  

Room  

Current Functions  

Ideal Functions  

What should it contain?  

Who uses it?  

Who should use it?  

What’s working?  

What’s not working?  

What’s causing the 

problem? 
 

What has to go?  

 

Emotional  

How does it feel?  

How do you want it to feel?  

 

Physical  

Create a floor plan  

Lighting  

Power points  

Furniture  

Storage  

Heating / Cooling  

Windows / Doorways  

Wall Finishes  

Window Finishes  

What’s working?  

What’s not working?  

 

 

It is vitally important that you consult other household members at this point. I’m sure it isn’t just 

you who is contributing the clutter and if you have a round-table discussion about it, everyone 

will feel involved and that you’re not just running off on “another one of her tangents!”  

 

Important!! Take a ‘before’ photo now and keep it in your project file. 

 

 

 



 

C – Clarify the zones 

Now we’ve chosen our room, we’ve assessed it with everyone 

in our home and we have a pretty big list and some great 

ideas about how we can do it.  

 

Now we want to clarify the scope of the project. This means 

that there might be some things you want to do, like moving 

PowerPoint’s but just say you have other electrical work in the 

house that needs doing so you want to do it all together later. 

So that becomes phase 2. The scope of phase one then becomes all the de-cluttering, and 

then phase two is maybe repainting and electrical work. You get it? So you’re not trying to do 

too many things in the first phase which will then delay your project. Having a clearly defined 

scope will help you with this.  

 

Create some zones  

 Creating zones with a purpose in the room will help you enormously with your project. For 

example, with a dining room, you might have a zone for the dining table, a zone for a side-

board or dresser that has all the crockery, cutlery, table linen etc in it.  

 If you don’t have enough storage to house all the items for the zones don’t worry, we will 

come to that later, just create the ideal zones.  

 Then you can set priorities for that particular space:  

o De-Clutter – your first priority  

o Special Events – set the space up to be the special events space of the house  

 

And finally, Set a Budget: For example, if you need extra chairs to make your ‘special events’ 

space complete, then make sure you set aside some money to buy those extra chairs so you 

can host the special event.  

 

Just focus on your chosen area, for now, forget everything else. Be clear on your priorities and 

budget. 

 

 

 

 

 



 

T – Timing & Tools 

Here it’s really important to set a realistic time frame. This 

is a project that will reap big dividends if done properly. 

This isn’t an exercise to “tidy” or make the space neat – 

remember what neat means! It is a permanent change 

to your living space so it is worth the time.  

 

Here are some tips for Timing:  

1. Be realistic – it generally takes a dedicated weekend 

to de-clutter one room  

2. Look at your diary and set out the tasks within it  

3. Set a fixed start and end date  

4. Don’t give yourself a month or you will keep thinking ‘oh I’ve got another 28 days to do that’ 

– you don’t and you won’t.  

5. Nor should you say ‘I’ll do it in my spare time’ – who has time spare! You must treat it like an 

important project. 

 

Following is a suggested time assessment of an Actions Plan. 

You can see form this simple chart the breakdown of effort required in this project – it isn’t all in 

the doing, there needs to be sufficient time allocated to the Setup and Wrap up of any project.  

 

Naturally depending upon the extent of works required this will alter, but it is important during 

the Timing stage to allow adequate time, not just for the job (ie the 50% in the middle) but the 

25% either side of that. 

 

The Actions Plans – Effort 

A - Assessment  

C - Clarify & Scope  

T - Timing & Tools 25% Setup 

I - Interview & Isolate 

50% On the O - Out & Order 

N - Nominate 

S - Stand Back, Streamline 25% Wrap up 

 

 



 

 Action Tasks Time  

A Assessments Complete the Room Assessment Form 1.5 hours 

C Clarify the Scope 

 Create Zones 

 Prioritise for the space 

 Set a budget 

2 hours 

T Timing & Tools 

 

Setting times / opportunities 

 

 Organising baby sitters (if required) 

 Getting a day (or two) off work (option) 

 Setting your de-clutter start date 

 Setting your project end date goal 

 Buying your tools 

 Schedule a time for sourcing furniture (if you 

absolutely know you need it, but wait until you 

have reached “N” 

 Schedule time for painting and decorating (if 

required and falls within budget) to thoroughly 

complete the project 

1.5 hours 

I Interview & Isolate The main part of the job 2 days 

O Out & Order 

 

Out 

 

 Delivering to charity and returning goods 

Order 

 

 Boxing up, Repair and Relocate 

 Sorting, keep items into like with like 

4 hours 

 

3 hours 

N Nominate 

 Nominating the zones 

 Putting them away (provided you have 

storage) 

 Sourcing new storage (search the net before 

you head to the shops saves time) 

30 mins 

1 hour 

5 hours 

S Stand Back, Streamline Reviewing and streamlining Ongoing 

 
 This indicates the amount of time it will take you to actually schedule the task in, not the length of time it will take you. 

 

 

 

 

 

 

 

 



 

Now Tools 

Before you begin make sure you have everything ready, at least the day before you start. If you 

were going to a function you’d make sure you had something to wear and you knew where 

you were going – right?  

 

 Room Assessment – so you can constant remind yourself of your goals and to keep you 

motivated – stick it to the wall!  

 Heavy Duty Garbage Bags – make sure you have plenty as there will be garbage!  

 Empty boxes or Plastic Storage Tubs – for sorting  

 Labels for boxes and bags  

 Keep  

 Relocate  

 Repair  

 Thrown  

 Donate  

 Return  

 Post it Notes – for labelling your zones  

 Pencil and Note pad – if you need to make notes or have ideas  

 Cleaning materials – obvious? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

I – Interview & Isolate 

By now you have chosen your area, completed your Room Assessment, set a fixed time and 

you have gathered all the tools you need. The day has arrived for the de-clutter to begin!  

 

 Before you pick up a single item you must set very, very firm rules – you are going to need 

to eliminate “stuff”.  

 Setting some Rules of Play. 

 

There are three kinds of rules you might set: rules about quantity (how many of a certain item) 

to keep), rules for space (e.g. I’m going to only keep books that will fit into this space) and rules 

about time – for example I’m only keeping the National Geographics from the 70s.  

 

You should create some rules of your own but here are some suggestions:  

o One item in one item out;  

o Only buy what fits  

o Only have one of what you need  

o Use what you have before you buy more  

o Lead us not into temptation  

o Damaged = out  

 Now create some rules and write it down here – this is a major commitment and a great 

one. 

 

 

My rules are: 

 

 

 

 

 If you are getting help, please share the rules with your support team  

 Now you’re going to ‘Interview’ (yes talk to!) each item and ask it some hard questions. It’s 

not about reminiscing about the good old days and asking the item how it’s been!! It’s time 

to get serious. 

 

 

 



 

Your rules will make this process easy: 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

Tips for Staying motivated:  

 

Maybe your goal in your Room Assessment said that you wanted to reduce the volume of stuff 

in your room by 40%.  

 

Imagine how you will feel at the end of your weekend if you only had half a garbage bag of 

rubbish? What a waste of time. On the other hand, imagine the joy of sitting down in that room 

and feeling relief, a sense of lightness and possibility about the future.  

 

Be ruthless, you only want to have to do this once, so make it count. 

 

 

 

 

 

 

 

 

 

 

Do I have enough 

room for you? 

Do you fit into my 

room functions? 

Yes 

No 

Keep 

Repair 

Relocate 

Rubbish 

Return 

Donate 



 

O – Out of Order 

So the current situation is you are still in the same room, now you are surrounded by loads of 

garbage bags bursting at the seams, and a number of boxes which have isolated all your 

keeper items. So what’s next? 

 

No items = Out 

 

The next day or as soon as practical allocate time to drive to the charity to drop off donations, 

pop into the library to return books or return the vase to a friend – whatever it is just get rid of 

the stuff! It is crucial to get rid of the No Items ASAP or else you may be tempted to dive back 

into and start retrieving stuff. 

 

So if it’s: 

 Rubbish – Get rid of it immediately 

 Items to Donate – put them into your car for quick delivery 

 Items to Return – again into the car 

 

Yes Items = Order 

 Repair – lid, label and set to one side - make sure the items are actually worth repairing and 

you wouldn’t be better off replacing them? Once you have this in order, put the lid, make 

sure it is clearly labeled and set to one side. 

 Relocate – lid, label and set to one side - these items are those that you want to keep but 

belong in a different room or area of your house, close the lid, label and set to one side. Our 

focus is on this room for now – running around putting things back in the right room is fraught 

with danger – DISTRACTION! 

 Keep – sort into like-with-like groups – these items you want to keep in this space because 

they will enhance your Ideal Function for the space. Now order these items into groups; like 

with like, ie all crockery and platters together, all table linen together, and so on. 

 

This is also a chance to take another look at the things you want to keep to make absolutely 

sure. 

 

Golden rule: No – Items – get rid of immediately. Yes – Items that are staying in the room group 

like with like – crucial that you don’t skip this step. 

 



 

N – Nominate 

We are almost there……….  

 

You have created your zones (maybe just in your head), so now it’s time to nominate where 

everything should based on your zones - use your post it notes to label each zone the items will 

go to.  

 

Nominate a zone  

 Which zones do your grouped items need to be located in?  

 Move all the grouped items to the place they are needed and put them away.  

 

Nominate a home  

 What storage items do you absolutely positively need?  

 Now you have less stuff to store so you are now able to see in real life what you need to 

store 

 You’re now free to source the right ‘containers’ that you absolutely need. Have fun with it!  

 Consider if there are pieces of furniture or other storage containers you already have that 

could serve the purpose?  

 I am certain that almost everyone has bought storage containers and not put them to 

good use – now’s their big chance.  

 If you need to buy something, first go back to clarify your scope and see what budget you 

have set for yourself.  

 Measure the space the furniture needs to the actual space available.  

 Make sure that you will have space to move around the existing furniture – don’t buy the 

biggest thing you can find, because you may end up creating visual clutter.  

 Decide on the style you want and make sure it matches the Ideal Function! No use being a 

gorgeous slim-line cabinet that has no storage capacity – looks good but doesn’t assist with 

our desired function.  

 

Nail it down  

 Once you have sourced your additional storage items and everything has a zone, nail it – 

you’re done!  

 

Golden Rule: Stick to your zones and only buy items you absolutely positively need. 

 



 

S – Stand back & Streamline 

Yay! I hear you all shout, we’re done! Well almost, now that you have created your Ideal 

Function in your room, how does it feel! Fantastic I’m sure.  

 

Stand Back  

 Stand back and view your efforts – feels good doesn’t it  

 Allow yourself time to enjoy the new space.  

 Spending time in your new space this will remind you and motivate you that it can be done 

and how wonderful it feels.  

 Reward yourself!  

 

Streamline  

 During those couple of weeks, you may need to streamline the room, for example, the table 

linens really don’t’ work there, you want them in your linen cupboard.  

 Is the space you’ve created working for you?  

 Do you need to streamline anything to perfectly match your Goal?  

 If you haven’t already done so you can now implement the Physical aspect of your Room 

Assessment.  

 Keep focussed on that space, don’t just walk away and say “oh thank god that’s over 

with”, this is not the end, as with anything it needs to be consistently review, refined and 

streamlined until it is perfect.  

 The purpose of doing this is as you will learn more lessons about how you live in your space 

which you can then take to your next room.  

 Keep on streamlining until it is absolutely perfect, the room functions and feels exactly as 

you dreamt  

 

Golden Rule:  

Keep focussed on the space and make sure it works for you – it is a consistent process of 

reviewing, refining and streamlining your system until it is perfect. 

 

 

 

 

 

 



 

Your ACTIONS template: 

A 

Assessment 

 

 

 

 

 

C 

Clarify 

 

 

 

 

 

T 

Timing & Tools 

 

 

 

 

 

I 

Interview & 

Isolate 

 

 

 

 

 

O 

Order & Out 

 

 

 

 

 

N 

Nominate 

 

 

 

 

 

S 

Stand Back & 

Streamline 

 

 

 

 

 



 

Checklist – to complete this module you need 

to:  

 

Please tick of each of the below check boxes to ensure you have completed the requirements 

for this module.  

 

 Determined your major causes of clutter  

 Decide which clutter category you identify with  

 Identify the key benefits of de-cluttering  

 Choose a room and put it through the ACTIONS Plan. Note – this may take more than 

one week, but will give you some MAJOR results.  

 

 

Useful Resources: 

 

 

 

 

 

 


