The key to organizing is ‘S-P-A-C-E’

S – Sort – empty the area and sort all items, deciding whether they go to the 

                 trash, recycle, to donate, to a new place you can find it better, or 

                 back in the area it came out of

P – Purge – how many of the same item do you have?  When is the last time 

                    you used that item?  Be ruthless, decide to donate it or trash it.

A – Assign – assign a home for everything!!  Think of the logical place you 

                      will use that item and where you will go to look for that item 

                      next time you need it.  Use a label on the outside of wherever  

                      you store an item if you are afraid you won’t be able to find it.

C – Categorize – break it down!  Think about a grocery store – you know to 

                            go there for the general category of “food”, but if they 

                            didn’t further break it down, you’d never find what you 

                            were looking for!

E – Equalize – this is a fancy word for maintain!  You must re-visit that 

                         space if/when it starts to build out of control and repeat the 

                         process!

