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      If you are looking for a 300+ page book jammed with complex organization and time management systems, this is definitely not the book for you. But if you want a guide that will lead you step-by-step toward decluttering and organizing your home and digital life in minutes, this is absolutely the book for you.

      Please note that I have not been paid for any of the mentioned products, apps, or links, and I’ve done my best to make the hyperlinks current.

      This book is meant to give you quick and actionable tips to declutter and improve your quality of life, so don't stress about reading every chapter. Your time is precious, so I tried to make this a fun and fast read.

      Feel free to jump to any chapter that catches your eye or meets your immediate needs.

      

      2021 Edition

      Copyright 2017 by W.P. Norman

      All rights reserved.
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            FREE YOURSELF FROM PILES & STACKS OF PAPER

          

        

      

    

    
      Tools Needed:

      
        	Colored tab folders

        	Streaming music or favorite podcast

        	Trash bin

      

      Estimated Time: 30 minutes for 2 – 3 stacks

      Cost: $12

      

      The Problem

      Like most of us, you started off with good intentions. You’ve bought organizing trays, a filing cabinet, or maybe you temporarily hide things in your closets or drawers. Temporary, however, often turns into permanent when it comes to letters, magazines, notes to ourselves, bills, and junk mail—leaving us with out-of-control clutter and a sense of helplessness.

      

      The Solution

      1. Choose one or two stacks that you would like to get rid of today.

      2. Give yourself 30 minutes to get rid of the stack(s).

      3. Download your favorite podcast or listen to some enjoyable but non-distracting music.

      4. Set aside four multi-colored folders and label them (e.g., Urgent, Needs Attention Soon, At your Leisure, and File).

      5. Start going through your first stack. If an item is more than a year old and you haven’t touched it in a year or more—toss it. The only thing that you absolutely have to hang onto are your tax returns (generally 3 - 7 years).

      6. Start separating your diminishing pile. Put items that need to be filed into your File folder. Put items that need your attention immediately into your Urgent folder and so on.

      7. Magazines older than a month get tossed. If there is an article or picture that you really want to keep, scan it and turn it into a PDF (more on that below). Old Bills, brochures, and the like should also get tossed or recycled.

      

      Resources

      CamScanner (free scanning app that can also give you PDFs)

      

      Bonus Tip

      If you have a neighbor with a trash fetish, who loves digging through garbage, consider using a shredder for your bills, porn magazines, and other sensitive materials.
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            DOOMSCROLLING IS THE NEW BLACK

          

        

      

    

    
      Tools Needed:

      
        	Kindle or other eReader

        	Book or board game

      

      Estimated Time: 5 - 60 minutes

      Cost: $0

      

      The Problem

      We’re all guilty (well, a lot of us are). Doomscrolling… consuming large amounts of negative online news in one sitting. Of course, there’s nothing wrong with keeping  up with the latest pandemic or political catastrophe, but too much bad news (online and offline) can fill our minds with anxiety and color our view of the world.

      

      The Solution

      1. Set a time limit when consuming news.

      2. Avoid checking the news or social media posts when you first wake up. Better yet… eliminate all digital activity for the first hour of your day—and the last hour of the day.

      3. Carve out time for creative or fun activities, like reading a book or chatting with friends and family. You’ll feel a lot better.

      4. YouTube video clips from your favorite news channels. Try to stick with the 3 to 7 minute sound bites.

      

      Bonus Tip

      The less news you consume, the happier you’ll be.
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            STRANGLE THOSE CORDS

          

        

      

    

    
      Tools Needed:

      
        	Cable management twist ties

        	Cable holder box

      

      Estimated Time: 15 - 40 minutes

      Cost: $35 - $80

      

      The Problem

      They’re ugly and get the way. No matter how careful you are, cables and wires simply love getting twisted up.

      

      The Solution

      Get organized and put those cables and wires in their place, so you won’t get annoyed whenever you see them or worry about friends and family secretly judging you.

      1. Purchase a cable holder box. There are a lot of styles to choose from. Once you get one, simply dump those nasty looking cables and wires into the box.

      2. Buy cable twist ties. This is for the cables and wires that come out of the box to your desk. They will help keep your desk clutter-free.

      

      Bonus Tip

      For work spaces at home or the office, consider upping your game by using cable holders. Here’s a short video on them.
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            CLEAN UP YOUR COMPUTER SCREEN REAL ESTATE

          

        

      

    

    
      Tools Needed:

      
        	Screen cleaner wipe

        	Trash bin

      

      Estimated Time: 20 minutes

      Cost: $10

      

      The Problem

      You have too many documents, folders, and tools on your desktop. Of course, it didn’t start off that way. When you first got your computer or laptop, you were in love with its newness. If you’re like me, you quickly chose a new theme for your screen. Something that represents the real you or the person that you want to become. But now your screen is so full with icons that you pretty much go to the ones that you use often and just ignore the rest.

      

      The Solution

      1. Create four or five folders on your desktop. Label them business, personal, sort, and urgent.

      2. Create desired subfolders inside of the above folders.

      3. Start with the documents taking up space on your screen. Move each document to its proper folder or delete it. Sometimes you can tell what a document is by its name. Sometimes you’ll have to open it up—either way—don't allow it to hog up screen real estate.

      4. Move all folders into one of your four/five main folders.

      5. Delete any icons/tools that you don’t need or use very often.

      6. For any folder, document, icon, or photo that you’re not certain what to do with, place it into the Sort folder.

      7. Be ruthless. Only your four/five folders and a couple of high-usage icons should be on your computer screen.
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            DIRTY SEXY MONEY

          

        

      

    

    
      Tools Needed:

      
        	Online banking

      

      Estimated Time: 5 - 20 minutes

      Cost: $0 - $5

      

      The Problem

      Debt and no emergency savings. I’m no financial advisor, but I can tell you from experience that when you’re heavily in debt and have little to no savings, your mind is far from any kind of zen state.

      

      The Solution

      1. Have a shot of Tequila standing by if necessary, but write down your financial status or create a spreadsheet.

      2. Pay yourself first. It’s a cliché for a reason. Bills will be around until you die, so why not put yourself in front of the line? Financial pundits suggest that you save at least 10% of your income each month, but if you can put $50 away each month—that’s over $500 in just a year.

      3. Open an emergency savings account (that’s separate from your savings account) and add money to it each month. Let’s face it… pandemics happen.

      4. Make payments to your emergency savings account automatically by using your bank’s bill pay.

      5. Pay off your credit card every month. Banks are scammers. They offer you less than 1% in interest for your savings while charging you 10% and up for their cheap plastic.

      6. Pay down your debt, starting with the smallest amount first. A quick win builds confidence.

      

      Bonus Tip

      Rich people count their money. Poor people don’t. Make a habit of reviewing your finances at least once a week.
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            SWIPE RIGHT FOR TIDINESS

          

        

      

    

    
      Suggested Tools:

      
        	ChatGPT

        	Descript

        	Grammarly

        	Pika Labs

      

      Estimated Time: 5 minutes to hours

      Cost: $0 - $30

      

      The Problem

      Many of us have too much to do and too little time. Doesn’t matter if you’re running a business, household, or side hustle. AI promises to make life easier for us, but this technology can be a little scary.

      Good news. You’re already using AI.

      The predictive text on your snazzy smartphone and annoying auto-correct… AI powered.

      

      The Solution

      Your own non-human personal assistant.

      1. There are plenty of AI chatbots, but at the time of this writing, ChatGPT is probably the best. ChatGPT can answer questions, write copy, draft emails, explain code, translate natural language to code, and lots more. It can even create images if you have the paid version.

      2. If you’re podcasting or making videos, Descript makes audio and video editing so easy. Basically, you type your edits! Check out this video if you don’t believe me.

      3. Want to be 50% better than your colleagues and/or competitors? Proof your emails, homework, assignments—anything that you want others to read. Adding the Grammarly extension to your browser will make proofing easier. Just be aware of the annoying Grammarly ads that are sure to follow you on YouTube.

      4. Imagine creating videos simply by typing what you want! Pika Labs is one of the best text-to-video companies out there. Pro Tip: I find that adding an image to a text prompt gets better results.

      

      Bonus Tip

      Yes, there’s a chance that AI will take over the world and enslave humanity. Until then though… use AI as your personal assistant.

      Here are some more of my favorite AI tools:

      
        	Midjourney (generative art/photos)

        	Notion (organization)

        	Claude 2 (similar to ChatGPT)
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