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Welcome... We are thrilled to introduce you to ORGANIZED in a BOXTM (OIAB) 

and most importantly to The Playbook — which you are about to read! Your 

approach to organizing will never be the same. We promise. OIAB is far more 

than a box of tools and tips. It’s a lifestyle.

We know life can’t always be neat (wouldn’t that be nice), but it can always 

be organized.

If you were gifted OIAB, then that person must really like you! We seriously can’t 

contain our excitement for you.   The Playbook holds all of the information 

you need to get you and your home completely organized and keep it 

that way. Don’t worry, it’s not going to just occupy precious countertop real 

estate. No impossible task lists here. What you’re about to read isn’t rocket 

science either; if it were, no one would keep up with it. Once you get into 

the swing of The Playbook, you’ll find that the OIAB lifestyle is simple and 

sustainable.

This box also features some fun and exciting products that we’ve hand 

picked, as professional organizers, to help you along your organizing journey. 

These products are here to inspire you and to help the tips, charts and ideas 

come to life. Think of the items as little colorful motivators to remind you that 

organizing need not be boring.



OIAB is not a one-size fits all approach. The Playbook reveals tips and secret 

tools of the trade that we’ve picked up in our work as professional organizers. 

Run with the ones that apply to your life and drop the ones that don’t. Just 

like the products in this box, our tips can be used in multiple ways.

Don’t forget to head back over to organizedinabox.com, where we are 

adding new products and resources all the time. Think of the site as your 

organizing support system and make sure to check back often. We believe 

you shouldn’t have to go at this alone. We don’t want you to feel like Mt. 

Everest is looming ahead — unless mountain climbing is your thing.

Most importantly, we want you to have fun getting yourself, your home and 

your lifestyle organized. We feel privileged to partner with you on this journey 

and can’t wait to hear about the end results. Before you start getting your 

home into shape, we encourage you to play paparazzi and snap away 

some before pictures, so you can share your progress with us. It will make the 

success on the other end all the sweeter.

Your Home Has Never Been This Happy. 

Rachel Strisik Rosenthal 

Founder & Organizing Guru



The 10 Commandments of Organization

Whether you need to make a few tweaks or completely transform 
your organizing approach, our 10 Commandments of Organization 
are designed to help you curb the clutter and carve out a more 
organized life.

1. You Gotta Let Go.
We get it. Letting go of what we think we may need one day or 
someday is tough. That’s where our One In – One Out strategy 
comes into play. When you score that standout pair of shoes, find a 
hot new purse, get a new set of pots and pans or your child receives 
that million piece toy set — make it a point to toss, donate, pass to a 
friend, consign or sell another item from the same category.

2. Stop Trying to Stuff It, It Just Doesn’t Fit.
If you have one bookcase, allow yourself to keep the number of 
books that can stand neatly lined up on the shelves. Avoid piling 
them up on top of the case (Yep, we’re on to you, we’ve been there 
too). If you have space for 10 sweaters in your dresser, only keep 10. 
Trying to stuff more than you can fit in your space never has a tidy 
ending.

Commandments

Commandments



3. A Combo As Classic As Spaghetti and Meatballs.
Like with like is probably our favorite saying. Categorize everything 
by coupling similar items together so you can take stock and more 
effectively purge. An added bonus — as you organize by category, 
you’ll likely see the savings add up. Bet you have more supplies on 
hand than you realize.

4. It’s Raining Containers. 
Take cover and contain everything — you’ll instantly feel more 
organized. Plus, cleanup is a breeze when everything has a home. 
Select containers that make you smile, match your style and are a fit 
for the items and storage location. Clear plastic containers are great 
for closets and other hidden areas. They’ll save you from having to 
open the lid and rummage through the contents to see what’s inside. 
If the containers will be in the spotlight, let them double as décor.

Labeling every container is a secret to sustained organization. It 
speeds up cleanup even more and prevents everyone else in your 
home from putting things back in the wrong places. The labeling 
even goes for drawers. Wondering how that can work? Label the 
inside edge. If your storage baskets are woven into the décor, add a 
label on the inside lid, back or bottom.

Commandments



5. If Walls Could Talk. 
Who said walls aren’t for organizing? Certainly not us! Get as much as 
you can up off the floor and put your vertical space to work. Shelves, 
hooks and bookcases are all great options. An over-the-door pocket 
organizer can multiply your vertical space — corralling everything 
from art supplies to cleaning products.

6. The Organizing Games.
Looking at a household worth of organizing is daunting. Turn it 
into a competitive sport. We recommend starting with 15-minute 
increments. Set your phone, microwave or any other timer and go to 
town. This is a great way to get kids involved.

Remember, Rome wasn’t built in a day. It will take some time to reach 
every nook and cranny in your home. The key is to keep taking steps 
and not to give up. Suddenly all those steps will add up and you’ll find 
yourself in a transformed and completely organized home. Once 
you’re organized, continue to spend a little time each day to keep 
your pad in order. Nothing out of place? Tackle a drawer or closet 
shelf. Even if it has already been organized, chances are you can 
edit things down even more.

Commandments



7. You Know How Many Bottles Are Too Many.
How many shades of red nail polish do you really need? Limit how 
many you keep, find a new home for extras (like your best friend’s 
house) and purge! And remember to trust yourself — you know how 
much is too much. Because really, when you can’t close the cabinet 
door without the two-hand shuffle of holding the items in as you slam 
the door, it’s time to cut back.

8. Be Chill, Don’t Fill.
No need to fill every nook and cranny. Feel accomplished that you 
have some drawers or closet spaces that are — gasp — empty! You 
have that much less to keep organized. Stuff will come, not to worry.

9. Follow Your Heart.
Hate folding clothes, then buy more hangers. It’s better to have an 
empty dresser than a bunch of wrinkled clothes or clothes that never 
escape the laundry basket mountain. If the sight of your manila 
folders is causing a revolt against opening your file cabinet, look 
for folders in fun colors so you will be more likely keep up your filing 
system.

Commandments



10. Why Carry Dead Weight?
Get rid of the tacky red pillow, even if Aunt Sally knit it. If you don’t 
love something that is in your home, why are you holding onto it? 
If it’s super sentimental, store it or take a picture to preserve the 
memory. Surround yourself with belongings that reflect your life now 
and make you happy. The gold vase from your ex — it’s time to let 
someone else put flowers in it.

Commandments



Getting Started: Taking That First Step

Admitting Is the First Step. Admitting you need to make a date with 

your clutter is a critical first step. Just as you calendar medical check-

ups, meetings, and dates with your spouse and friends, treat orga-

nizing the same way — or it will get bumped. Schedule a day and 

time on your calendar to attack that kitchen clutter and stick to it. 

Remember, small steps count. You can make a major impact in just 

15 minutes.

Schedule It Out. Just like you schedule your spin class or date with 

the dermatologist, set an organizing appointment. Put it on the cal-

endar and hold yourself accountable for making it happen. If you 

don’t make your appointment, charge yourself a fine — whether it’s 

$5 to a friend or grounding yourself from dinner out next weekend. 

Schedule that appointment and stick to it.

Getting Started
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Work Your Way up. The piles filling your house didn’t get there over-

night, right? This Playbook isn’t meant to be read through and fin-

ished in a day. This is a process, but short intervals of organizing make 

it much easier and attainable. Start with just 15 minutes a day, then 

30 minutes a day the next week and go from there. Don’t forget to 

take a day off to actually enjoy the work you have accomplished. 

Feel the love and the new organized life you are creating.

Take a Breather. Feel overwhelmed? So frustrated you could throw 

your file folders across the room? No worries, just walk away and 

come back later. Making a lot of small decisions, physically organiz-

ing and everything in between can get frustrating, even for profes-

sionals. Sometimes switching gears from one room to another and 

then coming back to the first task can make all the difference.

Bag It. Keep four empty bags or boxes at the ready. Set up one for 

garbage, one for recycling, one for donations and one for things to 

consign or sell. As soon as you come across items that you no longer 

want or need, add them to the appropriate bag. Not letting items 

linger in drawers or on shelves is key to actually parting with them.

Getting Started



Make Some Moolah! There are amazing consignment places every-
where that accept gently loved clothing, furniture and everything in 
between. With the money you make, treat yourself to an adventure, 
save for a rainy day or splurge on that one item that wasn’t in the 
budget.

A Time for Giving. Keep a charity or place you will use for donations 
on speed dial. Do people still use speed dial? Many organizations will 
even haul away your donations from your doorstep. Just make sure 
to carefully read the guidelines and find a place that meets your 
needs. Once you are set up, you’ll likely become addicted.

Reward Yourself. Is there a movie you’ve been dying to see? A trail 
you want to hike? A restaurant you are hungry to try? When you 
accomplish certain organizing goals, reward yourself so you have 
something to work toward. The rewards can be small or large; the 
key is to stay motivated.

Don’t Go at It Alone. Remember those great family game shows from 
the ’90s? Channel those contestants and get the crew involved. Or-
ganizing with family or friends is faster than organizing alone, and 
you will have moral support to help you part with items you don’t 
need. And, the best part — you can work toward a joint reward.

Getting Started



Be a Copy Cat. Don’t know the overall aesthetic you want for your 

home when thinking about getting organized? Normally we wouldn’t 

tell you to steal, but in this case all you’ll be stealing is a little inspira-

tion. Snag an invite to a friends house and check out their strategies. 

Are the surfaces clear of clutter? Do they have systems for incoming 

mail that you want to adopt?

Getting Started



General Storage Principles: Everything in its Place

Like with Like. As we mentioned in our 10 Commandments, store 
similar items together. It can be tempting to toss those old yearbooks 
into a bin with your son’s hockey gear for next season. You’re laughing 
now, but we’ve seen it happen. Don’t just shove your stuff where it 
fits; put it where it actually belongs and label, label, label.

Where Do You Use It? Store things where you use them. Place 
serving platters in the dining room or near where you entertain. Store 
sunscreen and bug spray in a front hall closet, so you can grab and 
go. We realize that it’s not always possible. When you can’t keep 
something where you use it, find a place that makes sense and keep 
a running cheat sheet so you don’t forget where anything is stored.

Everydays. There is an exception to the rule of storing things near 
the spot where you use them. When it comes to the kinds of items 
that are used throughout the home, such as batteries, soap and 
toilet paper, keep them in one general location where everyone in 
the family can find them. This also makes it easier to manage your 
shopping list. How many times have you thought that you ran out of 
TP and made a mad dash to the store only to find a few more rolls 

hiding out at home?

Storage Principles
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Can’t Reach. Place items you use less often in the least accessible 

areas of your closet. Maximize that precious closet real estate by uti-

lizing the top shelf for the kind of items you’ll only need to grab once 

in a while. Be sure not to skimp on labels for the higher up containers. 

That way, you won’t have to get the ladder out to know what is inside.

Seasonal Switch. Unless you live in the tropics (we’re jealous) you 

probably need to make a seasonal clothing switch out. Store in-sea-

son items at the front of your closet and out of season ones on higher 

shelves, out of reach and in under-the-bed containers.

Saving the Prom Dress. Saving that high school prom dress for your 

daughter? Use a clear plastic container to keep out dust, water and 

any other elements. When storing children’s clothing to pass down, 

make sure to label the container by clothing size, gender and type. 

You’ll thank yourself later.

Storage Principles



Feeling the Love: Our Favorite Organizing Products

Have you seen all these superstar organizing products before? 

If not — quick, head over to THE PLAYBOOK PRODUCTS page 

(organizedinabox.com/playbookproducts) for a sneak peek and 

admire them in all their glory. We’ll wait right here and meet you 

back in a few!

Clear Plastic Containers. The only product you will ever need for 

keeping all your stuff clean, dry and stored properly. Think hand me 

downs, holiday decorations and other keepsakes. These containers 

come in all different sizes, they stack and can be easily labeled and 

reused. What more could you ask for in an organizing product? Oh, 

did we mention they are see-through so you can see what you’re 

storing? Bonus!

Clear Shoe Boxes. We love us some clear shoe boxes. They are basi-

cally just shoe box sized plastic containers with lids. Buy these babies 

in bulk and store everything from game pieces to makeup to electri-

cal cords. Oh and actual shoes, too!

Products
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Labels, Labels, Labels. We seriously can’t get enough labels. Big la-

bels, little labels, square labels, blue labels — we love them all. La-

bels are a key ingredient; not using labels is like forgetting to put the 

chocolate chips in the chocolate chip cookies. Any type of labels 

will do, even masking tape and a marker.

Under the Bed Storage Containers. Just what are you supposed to 

do with that tiny space under the bed? Use it for storage! Under bed 

storage containers are big and flat and made to fit perfectly in this 

odd space. Best news is, it’s a hidden storage space — perfect for 

out-of-season clothes and keepsakes.

Hooks. By the time you are done reading this Playbook, you’ll know 

how much we love vertical space. Hooks are an efficient and bud-

get friendly way to get things up off the floor and onto the walls. 

Don’t want to nail hooks into the wall? You can use removable ones. 

Put them wherever you need them, whenever you need them.

Products



Shelving. We bow down to this holy grail of vertical space! We’re 

reading your mind — you’re shaking your head thinking it’s too time 

consuming to shop for and hang shelves and you want to get orga-

nized now. Think again. There are some great shelving units out there 

that stand all on their own. They may take up a foot or two of floor 

space — but you could gain 10 feet of vertical space. Now we’re 

not mathematicians, but that’s enough to convince us.

Bookcases. Even if you’re not a bookworm, you’ll still need some-

where to store your oh-so-special copy of The Playbook. Bookcases 

can also steal the limelight as an entryway shoe solution, photo dis-

play station or a stage for decorative items.

Over the Door Pocket Organizers. You know those over the door 

pocket organizers you used to store your flip flops in? They are not 

just for shoes. Pocket organizers use the valuable space on the back 

of the door and are perfect for housing art, bathroom or cleaning 

supplies or just about anything that can fit into the pockets. Think 

little homes for all those tiny toys!

Products



Slim Felt Hangers. Would you believe it if we told you that you can 

expand your closet space without construction? The easiest and 

best thing you can do for your closet and your clothes is to pick up 

some slim felt hangers. Trust us — not only are they nonslip, which 

keeps your clothes off the floor, but they are so slim that you will ac-

tually create more hanging space in your closet.

File Folders. You didn’t think we’d share all of these great filing tips 

with you and then leave you empty handed? How else would you 

file without folders? Personally, we love the jazzy ones — think lime 

green interior folders to go inside purple hanging ones. Try out hang-

ing, interior, legal or regular size — but just get something! The possi-

bilities are endless. 

Shelf Liner. Protect those beautiful shelves and drawers. Liner is far 

easier to replace than an entire drawer or shelf. Shelf Liner is basi-

cally a plastic protector for everything in your home. We would call 

shelf liner a superhero but we wouldn’t want the other products to 

get jealous.

Products



Clear Airtight Containers. If you’re concerned about cereal going 

stale or worried about anything creepy crawly, then hello, these are 

a must-have. Airtight containers self seal when closed so everything 

stays fresh. Plus, unlike the original packaging, you can see what you 

have and how much you have left. They also take up a lot less space 

than all those boxes of cereal or snacks that seem to multiply when 

you close the pantry door.

Plate Stands/Step Shelves. It’s like high heels for your cabinets. Plate 

stands and step shelves are awesome ways to use the height of your 

cabinets. A plate stand lets you store bowls on top of plates in one 

space and still be able to access both. A step shelf is the perfect 

way to store your canned goods on steps so you can see everything 

you have.

Lazy Susan. Lazy Susans are ideal for everyday items like condiments 

that come out of the fridge every night at dinner. How about a spin-

ning craft station so the little hands at the table can reach the cray-

ons? Lazy Susans also can save you from rooting around under-the-

sink cabinets for that extra bottle of shampoo.

Products



Bookends. Don’t you just love it when things stay standing up? No 

more having your books play Dominoes as soon as you walk away. 

We also love bookends to keep cutting boards in line on the counter 

and to discipline kids’ binders into maintaining proper posture. Book-

end it, stat!

Drawer Dividers-Kitchen. Keeping it separate is the key to keeping 

it organized. Once you’ve categorized all of your kitchen goods, 

don’t ruin all of that organization by letting things mingle in the draw-

ers. Drawer dividers come in all different shapes, sizes and materials. 

Plus, you can remove them easily when they need to be cleaned.

Spice Rack. Spice up your life. Use a spice rack and store your spices 

in rows so you can easily see and reach everything. You can orga-

nize your spices alphabetically, by what you use most or by type. 

Keep your spice rack near where you cook or use an in drawer spice 

rack to keep them hidden but still within reach.

Products



Can Rack. Put a little magic into your pantry. A gravity feed can 

rack works on its own. Just load your cans in on their side and watch 

in amazement as each new can rolls to the front for easy access. 

Okay, so maybe it’s not the coolest thing in the world, but it will help 

keep the stuff closest to expiring in the front. This little but mighty 

gadget will help divide and conquer that can clutter.

Caddies. Remember those good old caddies you used back in col-

lege to cart your shampoo to the shower? Whether you’re carrying 

around soap, cleaning products or art supplies, caddies make any-

thing portable.

Paper Trays. It’s like a mailbox for inside your house. Paper trays hold 

loose papers and usually come in sets. Use one for incoming paper 

and one for outgoing paper. Your whole family can drop things off 

and pick them up. Paper trays are also ideal for keeping short-term 

items like bills to be paid, permission slips or other general to-dos all 

in one place.

Products



File Cabinet and Desktop File. We all want to be paper divas, so a 

place for your papers to live is pretty much a must have. Whether 

you go for a standing file cabinet (great for those of you with a lot 

of paper) or a desktop file (if your paper pile is on the smaller side), 

just choose what works for you. We wouldn’t want your papers to run 

astray.

Receipt Holder. Whether you want to prepare for tax time or just 

make returns in a snap, a receipt holder is your BFF! Toss these pouch-

es in your purse, glove compartment or in your desk drawer. No more 

excavating your receipts from the bottom of purse neverland.

Security Box. Where do you keep all of your super important docu-

ments? We’re talking birth certificates, passports, marriage licenses. 

Trust us, in a drawer or under the mattress is not the best place. If you 

don’t have a safe or a safety deposit box, a security box is the next 

best thing. It keeps all of your documents safe from water, dust and 

other elements that may cross your path — you’ll even keep little 

sticky fingers at bay. 

Products



Cord Organizers. Who hasn’t gotten tangled up under their desk or 

behind the TV searching for the one wire that isn’t working? A cord 

organizer will keep everything neat and under control. You don’t 

have to go for the expensive organizer; even some twist ties (gar-

bage bag style) will keep things neat and separated.

Clothing Rack. Closet a bit small? Dress up clothes hard to find? A 

clothing rack is the answer. You can adjust the height to kids’ dress 

up clothes or use one in your own bedroom, if your home suffers from 

small closet syndrome.

Document Case. Whether you’re storing the deed to your house or 

your first grader’s painting of the family dog, you’ll want to keep it 

safe. A plastic document case will store all of your most important pa-

pers and keep them safe from water, dust and almost everything else.

Wall Mounts. Need to get those mops up off the floor? Sick of your 

broom trying to dance with you when you trip over it? Can’t reach 

your iron because the top shelf is the only space you have for it? 

Problem solved! Wall mounts are the IT solution.

Products



Laundry Basket. A good laundry basket is like a good pair of socks. 

If it’s easy to carry from room to room and can nest, it will make ev-

erything easier. Use your laundry baskets to collect items around the 

house, carry toys or even do some laundry.

Countertop Makeup Organizer. These can seriously make you feel 

like you have your own department store makeup counter. Coun-

tertop makeup organizers are actually made for this purpose so they 

have places to fit your lipsticks, eyeliners and everything in-between. 

These organizers are a fast solution if you’re lacking in the drawer de-

partment. No more going on a search and rescue for that crimson 

lipstick when you’re struggling to dash out the door.

Stackable Drawers. Need to add some storage under the bathroom 

sink, under your desk or in another area lacking some serious usable 

space? Make your space multiply with stackable drawers. Fill those 

nooks and crannies with small stackable plastic drawers and stack 

to your heart’s delight. Add a label for time saving and no more ran-

dom fumbling around at night.

Products



Magnetic Strips. Get ready — this is a secret from our tool chest. 

Magnetic strips, which can be picked up at just about any hard-

ware store, are perfect for storing the itty bitties. Hang one in your 

bathroom cabinet to store tweezers and nail scissors or a larger 

one in the kitchen to hang cutlery. We love science.

Vacuum Storage Bags. Yes, just like the ones you see on the info-

mercials! We are totally pushing the vacuum storage bags. The 

hype is true! You really can condense that entire bedspread into 

one little cube.

Shelf Dividers-Closet. So, lots of shelving in a closet is great — 

woohoo for using the vertical space. But what’s the point if your 

sweaters and purses are toppling over? This is where shelf dividers 

come to the rescue. They hook right onto the shelves and keep 

everything standing tall. Think of them as the bookends for your 

clothes.

Products



Hanging Sweater Bags. Yes, we are talking about those canvas bags 

that attach via Velcro or hooks to your closet rod and create instant 

hanging shelves in your closet, but did you know there is much more 

to these? Use baskets or containers on the hanging shelves and you 

have an instant place to store undergarments, scarves and other 

small items. They’re great in a toy closet to house games and con-

tainers with small pieces like blocks. The bar is already in the closet; 

Velcro or handy hooks take care of the rest!

Hampers. You are probably familiar with the hamper, but we thought 

we’d mention it anyway. Forget about the plain old single hampers 

of the past. Use multiple hampers to sort clothes as you wear them 

and make laundry day just a little easier.

In-Drawer Jewelry Organizer. An in-drawer jewelry organizer can turn 

a plain old drawer into a jumbo jewelry box. Don’t just throw your 

jewelry in the drawer; an organizer will keep your treasures separated 

and tangle-free. Most are felt lined as well, so it keeps everything in 

tip-top shape.

Products



Walking into Paradise: The Entryway

Drop Zone. We know you love driving around, singing to the radio 

and pretending you’re a rock star. But if you can’t find your keys, 

phone or wallet, your performance will be delayed. Keep everyday 

important things together by using trays or containers on a shelf and/

or a row of hooks to create an entryway landing space. Deposit your 

must-haves in this space when you walk in the door and grab and 

go when you leave. Never go looking for your keys in the freezer 

again.

Assignments. Assign a container and hook to each family mem-

ber where they can keep their everyday items. Now you can avoid 

throwing that soft new scarf in the same basket with someone else’s 

muddy boots (you know who you are).

Try to put things that you need for the next day near the door the 

night before. That way, the school project won’t play hide-and-seek 

in the morning, and you’ll have no excuse not to get to the gym. 

Entryway
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A Space for the School Case. Create an entryway packing station 

for backpacks. Each bag gets a hook and can be left right by the 

door each night and be ready to go in the morning. All the kids need 

to do in the a.m. is drop in their lunches and homework. If you’re 

shaking your head, thinking that your entryway isn’t big enough, no 

worries. The backpacks barely eat up vertical space.

Corral Small Items. Avoid one more lost glove or broken pair of sun-

glasses left on the floor. Use baskets or containers to keep small items 

like hats, gloves, sunscreen and glasses together in the entryway — 

whether on a shelf or in the closet. Don’t forget to label the contain-

ers to make this system work for everyone passing through.

We’re Hooked on Hooks. As you can tell, we heart our hooks! They 

are the secret weapon that make it oh so easy to get things off the 

ground and onto the walls. Along with backpacks, they’re ideal for 

coats, umbrellas and tote bags. Hang them near the door, on the 

back of the door or inside a coat closet.

Entryway



Go Vertical! Hello shelves. Getting things off the floor and onto 

shelves will instantly make any space feel larger and less cluttered. 

This also means less tripping over floor clutter or frustrating searches 

for that umbrella. If you can see it, you will use it.

A Shoe Haven. It’s an entryway and the shoes will enter. Make sure 

to have a home for these shoes to dwell, so you’re not tripping over 

soccer cleats or last night’s heels. An open basket or deep book-

case is a great way to rescue them up off the floor. Just remember 

to set limits on how many shoes get this prime real estate — you can 

always change them up.

Entryway



Not Your Mom’s Meatloaf: The Kitchen

Liner. Protect your kitchen from dust, crumbs, spills and more! Line 

drawers and shelves with plastic protector/shelf liner. It can be easily 

wiped down, removed and replaced.

Groups Aren’t Just for Preschoolers. Categorize, categorize and then 

do it again. Group like items together in the pantry (soups, baking 

items, grains) so when you need something, you know exactly where 

to find it. Save your time for your recipes and not on searching for 

what you think you have.

Expired. Place canned, boxed and other non-perishable food in the 

pantry by date. Foods expiring first should get front row seats. Those 

that can wait a bit longer, head to the back. This is a true money 

saver! Check out our Liability of Leftovers: Food Safety cheat sheet 

to learn when you can toss and when you can save those leftovers.
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The Old Switcheroo. Who doesn’t want fresh food for longer? Extend 

the life of your dry foods by taking that extra five minutes to move 

dry foods (cereals, pastas and nuts) from their original packaging 

to clear, airtight containers. Try a stackable set to save even more 

pantry space. And yes, you can label these!

Add Some Height. Can’t see what’s in the back? Add some height 

by inserting a step shelf or plate stand so you don’t miss out on using 

and eating certain items hidden in the back...like those chocolate 

cookies.

Toss the Bulk and Label. Take foods out of their bulky packaging and 

store them in containers in the fridge. Containers in the fridge? Oh 

yeah! You read it right. Clear shoe boxes with an added label are 

perfect for holding small like items together and making it easier to 

bring them out (think yogurts, dressings or cheeses).

Allow Yourself to be Lazy. Make a Lazy Susan the newest resident of 

your refrigerator. Group items together that you commonly use at 

meals (condiments or breakfast items like jelly, cream cheese and 

creamer). Move her from the fridge to the table for a mealtime spin.

Kitchen



Your List, Your Life. You remember that time you got to the grocery 

store and couldn’t remember what you needed? Maybe it was 

more than once? Keep a notepad near the fridge (maybe even the 

one that came in your box...hint hint); write down what you need as 

soon as you run out or are getting low and voila! — no more guessing 

or overspending.

Where Things Go

Do you Really Use that Plate? Store commonly used and washed 

items (everyday dishes, coffee mugs, utensils) in a cabinet close to 

the dishwasher or sink. Store items that you use less often, such as 

holiday and entertaining dishes, up higher and in harder to reach 

areas.

Location, Location, Location. Place items near where you use them. 

Cooking utensils make sense near the stove, cleaning supplies under 

the sink, silverware near the dishwasher. Try oils and spices near the 

stove, where they are most used.
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Upright Board Storage. Place cutting boards, baking sheets and 

other flat items like serving dishes upright to take up less room. Use 

the up and down (vertical) space of a cabinet or on a counter with 

a bookend to keep them upright.

I Have Never Met a Drawer Divider I Didn’t Like! Adding drawer 

dividers helps divide silverware, cooking utensils and more, keeping 

them separate and organized. They’re also great for any drawer you 

tend to want to think of as a “junk drawer,” because even your junk 

should be neat and organized.

Something Smells Spicy. Each spice may be small, but there are 

tons of them around (we think they multiply when left unattended). 

Designate a drawer, with an insert of course, or corral them on a 

rack so you can see what you have. You can even find racks that 

mount to the inside of your cabinet doors. Bet you’ll find doubles or 

expired spices you didn’t know you had.

Easy Cleanup. Make cleaning up fun. Ok, maybe not fun but easier 

and faster! Place a cleanup caddy under the sink with all of the 

cleaning supplies you use regularly. When a mess hits, just pick up 

the whole thing and take it with you to the spill.

Kitchen



Getting on the Same Page: The Command Center

Command the Troops and Keep Them Connected. Set up your 

command station in an area the whole family can easily access. 

Use this station to herd items like permission slips, bills and coupons. 

The entryway or kitchen is often ideal.

Paper Galore. Feeling overrun by bills and permission slips? Keep 

those pesky papers at bay. Get them in and out faster than you can 

say “ORGANIZED in a BOXTM.” For bills, permission slips and items that 

come in and go back out, create a station where these items can 

be dropped off and picked back up. Twin paper trays or baskets 

work well. Or, use two paperweights — one labeled “in” and one 

“out.” To take your paper organization even further, check out our 

Confetti Making Time: When to Toss Paper, When to Save It cheat 

sheet, where you’ll learn to achieve paper ninja status.

Our Teachers Would Be Proud. Make your kids the champions 

of homework by setting up a portable homework station. Fill a 

transportable container (a caddy or clear plastic container will work 

Command Center
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great) with everything they need to do homework, based on their 

age. When it’s time for homework, everything can be taken out at 

the table or desk, and when done put back in the container and 

made like homework never existed — something your kids will truly 

appreciate.

Office Supplies — A Love/Hate Relationship. We obviously love 

office supplies here at OIAB! We couldn’t hide it if we tried, but that 

doesn’t mean we let them steal too much attention in the counter-

top limelight. Only keep out what you need. One ream of paper and 

five pens is enough to keep out on your desk or in your command 

center. Keep the extras in storage.

Getting on the Same Page. Between your son’s school plays, your 

mother-in-law’s fencing competitions and your brother’s hot dog 

eating contests, it can be daunting to keep track of everyone’s 

schedules. Every command center needs a central calendar that 

the whole family can see — so you can all stay on the same page, 

or at least in the same book.

Command Center



To Keep or Not to Keep: Paper & The Home Office

80-20 Rule. Only file what you will need to see again and can’t ac-

cess online. 80% of what gets filed never gets looked at again, that’s 

right, EIGHTY PERCENT! Refer to our handy Confetti Making Time:  

When to Toss Paper, When to Save It cheat sheet, which outlines 

what types of papers to keep and which ones to toss.

You are Not Your Work. When filing and working on to-dos, keep 

work and home paperwork separate. Co-mingling work and play 

becomes an organizing nightmare. You’ll save time and create less 

stress when you keep the two separate.

Pile It. Really! Piles are normally a no-no because seriously, who 

knows what might be hiding underneath them. However, paper or-

ganization is an exception. If paper is cluttering your life, first pile it 

into a neat stack; this will create an instant sense of calm and it will 

be easier to take your organizing to the next level. Then, grab a pile 

when you have a few extra minutes and categorize, recycle, file 

and take action on anything that needs to be sent back out.

Paper/Home Office
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Broaden Your Paper Horizons. Divide all of your paper into broad cat-

egories. These will become your main files. No need to get caught 

up in creating small categories unless you want to do so. You can 

always refine later. The more simple you keep your system, the more 

likely you will sustain it. Create categories that make sense to your life 

such as medical, credit cards, cars, etc. Label each file so you don’t 

have to go digging around to find what you need.

Action, Action: Read All About It. Because you’ve got to do what 

you’ve got to do. Keep three folders in the area where you work 

with your paper the most. Things should not stay in these folders for 

more than a week; think of your action folders as short term holding 

stations. Here are the three categories:

To Do: Paper that needs action — bills to pay, permission slips to 

sign, invitations — you get the idea. 

To Be Filed: Receipts you need to save, paid bills, tax donation 

forms, directory lists, etc.

To Read: Newspaper and magazine articles, newsletters, etc.
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Make It Work. For those of you who are organizing ninjas, here’s a 

step just for you — subcategories. You can create subcategories us-

ing folders with tabs within the hanging folders. Consider organizing 

your subcategories by type of doctor, type of credit card, or by fami-

ly member. So, in “Jane’s” hanging file, you’ll find folders with tabs for 

things that pertain to Jane such as “Jane’s Medical” or “Jane’s Ac-

ademic Records.” It’s all about making a system that works for YOU.

Out of Sight, Out of Mind. If a tree falls in the forest, does it make 

a sound? If you don’t look at the calorie count on that pint of ice 

cream, do the calories still exist? While out of sight and out of mind 

may work for trees and in our dreams for ice cream, it just doesn’t 

work when it comes to organizing paper. We recommend trying out 

different options and tweaking your system until you have a com-

fortable routine. Think about where you want your papers to live and 

how much paper you have. This will help you choose whether you 

need a full size file cabinet or just a small filing system you can park 

on your desk.
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Tax Time Made Easier. Keep anything tax related for the current year 

together in an easy to access file. Come tax time, everything will be 

at your fingertips. Once you get your tax return, you know where to 

store it. Use a receipt holder or box to keep all of your receipts you’ll 

need for taxes in one place. After you file, seal them in an envelope 

and add to your tax file.

The Important Ones. All those really important documents like birth 

certificates, passports and social security cards need a safe home. 

If you don’t have a safety deposit box, order up the next best thing 

and store these papers in a security box. In case of emergency, these 

critical docs will be safe from water, dust and in one spot.

It’s All in the Details. We can’t all be DIY divas or president of the 

scrapbooking club, but we all have some projects and we might as 

well keep them all together. Contain the contents of ongoing projects 

such as repainting your home or setting up a school fundraiser in fold-

ers. Everything will stay together and you can pick up the whole folder 

if you need to take the contents with you to a meeting or work on it.
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Do for You and You Only. Now that you’ve created a system for pa-

per, keep it up. Don’t let paper filing get you down. Get out there, 

create an easy-to-use maintenance system and hold yourself to it. 

Schedule dates with your filing cabinet and don’t stand it up.

Tangled. We get really worried when we receive frantic phone calls 

of people all tangled up in their computer cords. For the love of orga-

nization, please keep your cords under control. Using cord organizers 

is an easy way to avoid getting literally stuck in your office. Label all 

cords using masking tape and a marker. Next time you need to grab 

the computer plug or figure out why the printer is acting up, it will be 

easier to troubleshoot.
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What Lurks Beneath the Cushions: The Family Room

Lurkers. We don’t know what lurks beneath your couch cushions but 

it definitely shouldn’t be your remote. Use a tray, basket or box to 

create a home for remotes and other everyday items. Just having 

a designated area, at arm’s length from the couch, will make you 

and your family members more likely to put things back when you 

are finished.

Dual Purpose. As you purchase new furniture, choose pieces that 

double as storage. A lidded ottoman is a great place to store throw 

blankets; a trunk in place of a coffee table can house games.

Media Mania. Struggling with major magazine and newspaper pile- 

ups? Creating a designated landing space to keep everything to-

gether will make it easier to determine when you need to purge!

Family Room
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Binding Me. Place DVDs on a bookshelf or in a basket with the labels 

facing up. Store them by genre (kids, animated, drama, etc.) and 

then by alphabetical order if you want to get all detailed on us. It’s 

all about seeing the binding. Save yourself some time and add la-

bels to the outside of each basket with the genre description.

We’re All Just a Bunch of Big Kids. If your family room doubles as your 

toy room, make sure to set up a specific area like a corner or large 

container so the toys don’t take over. Once you create a space for 

just the toys, follow the steps in the “Keeping the Toys from Making 

you Tantrum” section to make sure your toy space is in tip-top shape.

Seasonal Hide Out. The family room may be the one place in your 

home where you actually don’t have that much stuff to store that 

belongs in the room. Once you deal with Dad’s DVDs, Mom’s mag-

azines and the kids’ games, if you have any extra drawer space, try 

using it to store items that you don’t need often and create a hide 

out for off-season items that don’t have a home. Think scuba gear in 

the dead of winter —  just remember to add it to your cheat sheet, 

so you don’t forget where you put it.
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Cleanup. Remember the kindergarten cleanup song? Good news 

— there is an adult version! Turn up the tunes at the end of the day 

and have each family member collect their personal items in a laun-

dry basket or bag and put them away. Five minutes a day will keep 

the professional organizer away (and save you SO much more time 

the next day)!

Family Room



Keeping the Toys from Making You Tantrum: The Play Area

Keep It on the Down Low. It’s no secret that kids are usually on the short-

er side, so make it easy for them to organize by using low to the ground 

shelving and bins for items you want them to be able to access. Small-

er children can stack their games, puzzles and books on their own. It is 

also safer than higher, taller shelving, which could topple over. Easy to 

take out, easy to put away! Score. Because really, who needs glitter to 

be in arm’s reach of your 3-year-old or four-legged baby?

Toss that Toy. Use large open containers on the floor or on shelves, so 

toys can be easily tossed back in after playtime. Even the smallest kids 

can do this; just make sure to use open containers so little hands don’t 

get caught trying to remove the lids. If it is open, it is ready and willing 

to hold something.

The Older the Child, the Smaller the Pieces. How did this play money 

end up in my wallet? Why is this doll shoe in my casserole? If these are 

questions you are often asking yourself, it’s time to contain the small 

toys. Use small containers to store little, loose items such as toy cars 

and mini doll shoes. Label for an extra 10 points. When even the tiniest 

toys have a home, it prevents a not so tiny mess.

Play Area
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It’s Never Too Early to Start. Label toy containers with pictures and 

words in large print for children who can’t read yet. Unexpected bo-

nus: your little one may just surprise you one day and read the label 

to you. Toys will always end up in the right place, and it will be fun for 

kids to match the toys with the picture. Cleanup isn’t just for adults.

Pretend Princess & Prince. We love dress up just as much as the next 

kid but who really wants to be responsible for folding all of those 

costumes and accessories? Use an adjustable clothing rack on 

the shortest setting to hang dress up clothing for easy accessibility. 

Bonus — as your kids get older you can extend the rack and use it 

anyplace where closet space is tight.

Loosey Goosey. Spills are never fun, especially when your toddler flips 

over a board game and you’re stuck searching through your shag 

rug for little people and play coins. Prevent board game spills. Place 

small loose pieces such as dice and coins that go to board games 

in resealable bags inside each box. Even if the box gets flipped over, 

you won’t be searching for the pieces.

Play Area



Playing with Plush. We have to hand it to stuffed animals, they’re 

pretty cute. Or, they’re cute when you’re not tripping over them or 

turning over in bed to find an alligator or fluffy bear staring back at 

you. Place stuffed animals in a large open bin with no lid so they can 

easily be tossed back in and taken out. When your children look like 

they are being swallowed into the madness, it’s time to purge and 

reevaluate whether Mr. Dinosaur is really a needed house guest.

Make Old Toys New Again. Rotate toys by keeping half the toys you 

own accessible. We bet you probably have more than what one kid 

could ever play with, but it’s ok. There are programs for you (we’ve 

all been there — buying something that our child never ends up us-

ing)! Store others out of sight and switch out items once a month to 

make old toys seem new again. Saves you money and clutter.
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Artwork

Testing, Testing. Get out those art supplies and start to see if they 

actually still work. That glue stick might look new but could turn out to 

be dried out. Throw out what no longer works and keep an ongoing 

list of what needs to be replaced. Only commit to those new markers 

when you know that most of the original colors have been tossed.

Separate Like in School. If you wouldn’t mix up your art supplies at 

school, why do it at home? Emulate the classroom and divide up 

art supplies into separate categories like crayons, markers and paint 

brushes so they don’t get mixed together. Easy to reach and easy to 

use means masterpieces all around!

Artists on the Go. Create a portable art station by filling a clear shoe 

box with all of the art supplies your kids may need when traveling, or 

even just to carry around the house. An art station that can be easily 

taken out when they need it and stored when they are finished — 

what else could make cleanup so easy? We just don’t recommend 

you take the paint set on the road.
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Preserve Masterpieces. Yes, the line across the page is a keeper, but 

not the paper with the 50th line. Be realistic about what you save for 

your children and decide how to best do it. Whether you review over 

Mr. or Mrs. recycling bin on a daily basis or after each quarter, stick to 

your system. Edit, and if storing use a document storage box that will 

keep those masterpieces protected over time.

Can’t Bear to Let It Go. So you’ve come to the conclusion that you 

can’t keep every masterpiece, but can’t bear tossing it. Take a pic-

ture! It will make it a whole lot easier to toss when you know you have 

a photo of it. You can also use the extra artwork to give as gifts to 

family and friends. We know Grandma will love it.
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You’re a Cleaning Machine: The Laundry Room

Within Reach, It Might Get Clean. If detergent, dryer sheets and stain 

sticks aren’t within arm’s reach, whom are you kidding? Laundry 

will not get done if you don’t have easy access to necessities. Add 

shelving above your washer and dryer and include anything that 

makes must-do household chores more efficient.

Pocket Patrol. If you could open your own store with all of the goods 

you find in your family’s pockets, keep a bowl or tray nearby to col-

lect pocket treasures like change, business cards and other small 

items. Implement an end of the day rule (or one that works for your 

family). If it isn’t picked up from the bowl, it’s finder’s keepers.

Mount It. Usually laundry rooms are one of the smallest areas in the 

house, so it’s a must to get things off the floor and onto the walls. 

Mount your iron, drying rack and things like brooms to take advan-

tage of the vertical space. You’ll avoid tripping over these items 

when you go to grab something out of the dryer in the morning, pre 

java jolt.

Laundry Room
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Two Might Be Better than One. Does clean, folded laundry fester in 

your laundry basket for days or even a week? Instead of procrasti-

nating and not being able to do another load, try two different bas-

kets — one for clean and one for dirty laundry. This way, you will be 

able to tell which basket to pull from when you run out of socks. Just 

don’t forget to label them!

Extra, Extras. Use built in shelving or a shelving unit to create an area 

for extras such as paper towels, toilet paper and other paper or dry 

goods. If you don’t have room for that stockpile, look up and down! 

Do you have any extra space overhead or underneath? If you can’t 

create the space, edit down what you have and don’t continuously 

make those runs to stores where you can buy in bulk.

Laundry Room



Don’t Be a Product Junkie: The Bathrooms & Linen Closet

Deep Clean. That blue eyeliner from high school should have been 

tossed with your prom dress. Empty out all your products from the cab-

inet, drawers and shelves and take some tough love inventory. Throw 

away old items and ones that have seen better days. Use our Blue 

Eye Shadow is So ’80s: Makeup Lifespans cheat sheet to learn when 

to throw bathroom items away. Wipe down everything that you will 

keep. Because cosmetics and toiletries tend to be liquid-based, they 

can easily get gunky and hold onto dirt!

Drawers and Cabinets

Product Junkie. How many bottles of nail polish do you really have? 

What about the countless hair products you bought in hope of hav-

ing perfectly bouncy hair? Start by adding the products you use ev-

eryday to drawers, shelves and other storage areas; next add in the 

products you use pretty often. See how much space is left; it is proba-

bly time to pare down. For products that you need to keep but don’t 

use often, consider storing them where you have space such as in the 

linen closet (think the lice shampoo, that you’ll hopefully never need).

Bathrooms/
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Quit the Digging. No more digging around in your makeup case and 

shuffling around the lip gloss. Organize the makeup that stays in your 

bathroom with a drawer organizer that can be easily moved from 

drawer to countertop when it’s time to make up that face! Group 

together similar items; it will be like your very own make up counter 

every day of the week. Or use a countertop makeup organizer so 

you can admire those beautiful lipsticks any time of day.

Open It up. Store things on shelves and in drawers in open containers 

to separate categories of items. This makes it easy to just lift out the 

things you need daily — like makeup, face creams and hair acces-

sories. When necessary, you can rinse out or re-organize that one 

container vs. the entire drawer and it will make cleanup a breeze. 

Since everything from hairspray to deodorant will have a home, 

you’ll never make that early morning mistake of putting moisturizer 

on your toothbrush again!
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Flying Cotton. Have you ever ripped open a bag of cotton balls only 

to find them spilled all over the drawer the next time you go to use 

them? Prevent this fiasco by transferring them to plastic resealable 

bags, like the ones you use in your kitchen. It’s an inexpensive way 

to store and organize items that you want to keep sanitary. Bonus — 

you can reuse the bags.

Under the Hood. Treat that extra storage under the sink as gold. Cre-

ate and optimize storage by using containers that you can stack 

or that take up the height and length of the storage area, such as 

stackable drawers. Place like items together and use this precious 

space for things like extra products, hair accessories and items that 

you don’t need daily (such as nail polish).

Camp Caddy. Remember that caddy you lugged your bathroom 

supplies around in during college or at camp? They are great for 

organizing and grouping items. Perfect for under the sink; use one to 

store bathroom cleaning supplies, one for hair products and another 

to store curling irons and brushes, etc.

Bathrooms/
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Countertop

Counter-It. It seems obvious to only keep what you need daily on 

your sink top, but as obvious as it is, that space fills up fast. Instead of 

keeping products in their packaging, use jars or containers to store 

a small amount on your countertop; make it a rule to only keep out 

what fits into those designated containers. This works for things like 

cotton balls, bobby pins and makeup brushes.

Give It a Spin. Those fancy perfumes and lotions are not cheap so 

why not show them off? They usually come in pretty bottles; use a 

Lazy Susan or tray on the countertop to store them for easy access. It 

probably stays out most of the time anyways. Give it a spin and shop 

your bathroom every morning.

Back It up. An over the door pocket organizer can store items like 

hairbrushes and curling irons, hand towels and extra soaps. They’re 

also talented catch-alls for bath toys and kid’s accessories that you 

want to keep in easy reach without being an eyesore.

Bathrooms/
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Hooks Galore. No towel rack? That doesn’t mean your towels have 

to end up homeless, living on the floor. Get creative and use a hook 

you love. Give yourself some extra space by using a wall or the back 

of the door.

Medicine Cabinet

Tiny Shelves. Hello tiny unusable shelves, we have big purpose for 

you. On smaller, shallow medicine cabinet shelves, use small con-

tainers (shot glasses work well) to store items like bobby pins, hair ties 

or cotton swabs. They’re also perfect for travel size products and 

freebie samples. Plus, who doesn’t have a shot glass or five lying 

around?

Magnets Oh My. Got that magnetic feeling? You should! Place a 

magnetic strip on the inside of your medicine cabinet to store items 

like tweezers and nail clippers in order to utilize an awkward yet ver-

tical space. Perfect for using the limited space and keeping within 

arm’s reach those items you use and don’t want to lose.

Bathrooms/
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In the Linen Closet

Extras Galore. Keep extra bathroom items in clear shoe boxes or 

some other containers and make sure to label them. When you run 

out of toilet paper or shampoo or need a bandage, you’ll know ex-

actly where to find it. Don’t forget to label the containers so you can 

easily check what’s inside.

Beneath the Sheets. Here’s another trade secret. Place an entire set 

of sheets inside of one of the set’s pillowcases to keep them together. 

This will keep your linen closet looking neat and you’ll never search 

for the missing pillowcase again! Makes changing the sheets actu-

ally easy because all you have to do is grab the pillowcase and go.

Guest House? Who knew the secret to being the perfect host was 

just to stash a few necessities in the guest room? Keep a basket or 

container filled with bathroom essentials, such as shampoo and lo-

tion, that can be brought out when guests come to stay. Your guests 

will appreciate not having to ask you for every little thing. Next thing 

you know, you’ll be opening a bed and breakfast.

Bathrooms/
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Bag It. Store extra bedding and towels in vacuum storage bags and 

you’ll gain back at least half of your space. These bags can fit into 

really small spots. Store them under beds or in closets. So, get that 

vacuum out (even if it hasn’t been used in a while) and let the mag-

ic happen.
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What Closet Dreams are Made of...

Categorize What? We suppose you could categorize your clothes in 

many ways, but in the long run, it may be hard to categorize your 

closet based on your style phases. You would have a section for that 

time in college when all you wore were concert tees and a section for 

that month when you decided to be really preppy in polos. But then 

where would you store your concert polos? It just seems confusing!

The Only Three. There are only three kinds of categories you’ll ever 

need to keep your closet organized — no matter your style. For the 

beginners out there, just choose one. If you’re feeling like a pro, do all 

three by starting with one and then sub categorizing.

Type: Group by type of clothing such as pants, shirts, dresses, 

etc. and hang each group together. 

Color: You don’t have to be a clown to have a closet full of 

color. Use the rainbow — it was a guide for us as kids and still 

can be — ROY G. BIV (red, orange, yellow, green, blue, indigo, 

violet). Okay, or more realistically for too many of us, it’s more 

along the tune of faded black, medium black, new black and 

a sprinkling of color. 

Closets
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Occasion: Sort by work clothing, casual garb, evening looks, 

workout items, etc. Place the clothing that you use daily closest 

to the front or where you can grab it most easily.

Happy Hangers. Great hangers are the secret weapons of an 

organized closet. Slim felt ones are the way to go. These powerhouses 

are non-slip, take up less space than their counterparts and allow for 

even more items to hang in your closet. Basically, if this were a talent 

competition they’d be a triple threat.

Hang Me. If your pants could talk, they would tell you to hang them 

up. It not only will conserve drawer space, but it will save you time. 

Just fold them over the hanger rather than clipping them, which can 

take longer.

Leaning Tower. While we probably aren’t strong enough to un-lean 

the Leaning Tower of Pisa, we can definitely put a stop to the leaning 

tower of sweaters. Place a shelf divider next to any folded pile of 

clothing to keep it from toppling.
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Sweater Bag It. Create more space for folded items by adding a 

hanging sweater bag to the hang bar. Add containers into the shelf 

compartments to store small items like undergarments, scarves and 

small purses. Of course, they’re also great for sweaters!

Box Those. Take shoes out of their original boxes, off the floor or 

wherever they lay and place them in clear shoe boxes. These boxes 

can stack, get labeled and you get to see all of your beautiful shoes! 

Win-win with saving space, time and being able to efficiently shop 

your closet.

Hamper It. Forget about the plain, old single hampers of the past. 

That’s one retro style you don’t need to reclaim. Use multiple hampers 

to sort clothes as you wear them and make laundry day easier. Keep 

them right in your closet — one for whites, one for darks and one for 

colors — or whatever categories makes your heart sing.

Grab and Go. Keep a dry cleaning bag directly in your closet to 

add items into as you wear them. This makes it easier to grab and go 

when you’re on the way out the door to the dry cleaner.
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Accessories

Hook It up! Use a hook for hanging scarves, necklaces, ties and 

belts. All you need is a flat space and some creativity. No creativity? 

No problem. Thumbtacks work well too. But we think there is some 

creativity hiding in there and it’s time to unleash it!

Inside Heaven. Jewelry in a drawer is the perfect way to have that 

giant jewelry box you’ve always wanted. Use in drawer jewelry 

organizers to store and separate accessories and jewelry and divide 

by type. Open the drawer and truly get to see that fab collection of 

bling you own.

Closets
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Keeping Your Home Happy

Snap a Pic. Organizing your entire home is no easy feat. Before you 

embark on this adventure, take some pictures. When you’re final-

ly done, you can sit back, kick your feet up and look at the be-

fore photos. Then, promptly destroy the evidence. Nobody will ever 

know what your home used to look like.

New Kids on the Block. From goody bag contents to the t-shirt from 

your last 5K, some items you just didn’t choose to welcome into your 

life. Don’t let these uninvited visitors come into your home and cre-

ate a mess. These can be the hardest things to deal with because 

they don’t have a home in your home! First, make sure to have a 

landing space for new items to rest while you find a home for them; 

a basket in the entryway will work. Next step, decide whether or not 

to keep them and if something makes the cut, decide on a home 

for it and get it there ASAP.

Keeping it up



You, Yourself and Your Basket. Remember how you loved to collect 

treasures as a kid? Well, this probably isn’t quite as exciting but you still 

get to make a collection. Walk around the house a few times a week 

with a laundry basket. As you go, collect all items that are not where 

they belong. Have family members take out what is theirs and put their 

items away. You might even want to set a timer and make it fun! Just 

spending a few minutes doing this will keep clutter at bay.

Purge Fests. Strategically schedule purges of everything from cloth-

ing to toys to kitchen items. We recommend tackling the toys during 

the December holiday season and around birthdays, when new toys 

take up residence. Involve the kids. Trust us, they’ll love the new shiny 

things and forget about the other items. Weed out your closet during 

seasonal transitions. Try on everything and donate anything that you 

no longer wear, doesn’t fit or doesn’t make you feel like a rock star. 

Schedule a date to downsize your kitchen a couple times a year. The 

key is to not try to do everything at once and instead take on bite-size, 

manageable challenges throughout the year.
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Home Sweet Home. When clothes get back from the laundry or you 

buy a new item, put it in its place right away, even if you plan on wear-

ing the item soon. Storing everything right away creates a system and 

will prevent your clothes from wrinkling or needing to be rewashed.

A Date For New Year’s. Make an annual date with your recycle bin 

so you can look through your paper files and do a massive overhaul. 

Get rid of things you meant to read and never got around to, and be 

picky. New paper gets added in every year and it’s time to let it go.

Keeping it up. Just like you wouldn’t let your dishes pile up for days 

on end (we hope not!), the same holds for organizing. A little done 

along the way means far less headaches later. Each room deserves 

a refresher. Once you reach a baseline organizational victory, give 

one or two rooms a month a little extra TLC to keep them in tip-

top shape. Refer to our Staying Ahead of the Game: The Month by 

Month chart to see our recommendations. 
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Staying Ahead of the Game: The Month by Month 

You can always be organized? It’s true! The 411 on making organization 
last forever. 

Month

January 

February 

March

April

May  

June 

July

August

September 

October

November 

December  

Area

Freezer/Fridge/Pantry
Command Center

Medicine Cabinet
Entryway         

Garage
Other Areas (gift closet, storage area, guest room, car, etc.)

Media Purge (magazines, newspapers, dvds, books, etc)
Closet

Files
Kids‘ Closets

Home Office/Desk
Other Areas (gift closet, storage area, guest room, car, etc.)

Family Room
Freezer/Fridge/Pantry

Linen Closet
Bathroom (minus medicine cabinet)

Command Center
Under Bed Storage

Dresser and Accessories
Kitchen Cabinets

Media Purge (magazines, newspapers, dvds, books, etc)
Art Supplies

Toy Area/Playroom
Other Areas (gift closet, storage area, guest room, car, etc.)
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The Liability of Leftovers: Food Safety

Just how long should you keep that Chinese take out in the fridge or Mom’s 
meatloaf in the freezer?

Category Food Refrigerator 
(40ºF or Below)

Freezer
(0ºF or Below)

Salads Egg, Chicken, Ham, Tuna, Macaroni 3-5 days These do not 
freeze well

Hot Dogs Open Package
Unopened Package

1 week
2 weeks

1-2 months
1-2 months

Lunch Meat Opened Package or Deli Sliced
Unopened Package

3-5 days 
2 weeks

1-2 months 
1-2 months

Bacon 
Sausage

Bacon
Sausage

 Raw - from chicken, turkey, pork, beef

7 days 
1-2 days

1 month
 1-2 months

Hamburger and 
Other Ground 

Meats

Hamburger, Ground Beef, Turkey, Veal,                   
Pork, Lamb, & Mixtures of them

1-2 days 3-4 months

Fresh Beef, Veal, 
Lamb & Pork

Steaks 
Chops 
Roasts

3-5 days
3-5 days 
3-5 days

6-12 months 
4-6 months 
4-12 months

Fresh Poultry Whole Chicken or Turkey
Pieces

1-2 days 
1-2 days

1 year 
9 months

Soups & Stews Vegetable or Meat Added 3-4 days 2-3 months

Leftovers
Cooked Meat or Poultry 

Chicken Nuggets or Patties
Pizza

3-4 days 
3-4 days 
3-4 days

2-6 months 
1-3 months 
1-2 months

   * Source: http://www.foodsafety.gov/
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Confetti Making Time: When to Toss Paper, When to Save It

The basics on when to hold onto that paper and when it can go to its 
happy place in the recycling bin.

Document How Long to Keep It

Bank Statements 1 Year

Pay Stubs 1 Year

Birth Certificates, Marriage Licenses, Divorce 

Decrees, Passports, Education Records, Military 

Service Records

Forever

Contracts Until updated

Credit Card Records Until paid

Real Estate Deeds As long as you own the property

Home Purchase and Improvement Records As long as you own the property

Household Inventory Forever, update as needed

Insurance, Life Forever

Insurance, Car, Home, Etc. Until you renew the policy

Investment Statements
Shred your monthly statements; keep annual 

statements until you sell the investments

Investment Certificates Until you cash or sell the item

Loan Documents Until you sell the item the loan was for

Receipts for Large Purchases Until you sell or discard the item

Service Contracts and Warranties Until you sell or discard the item

Social Security Cards Forever

Tax Records 7 Years from the filing date

Vehicle Titles Until you sell or dispose of the car

Will Forever or until updated
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Blue Eye Shadow Is So ’80s: Makeup Lifespans

Putting bacteria on your face? No thanks! Just when can you toss that old 
makeup?

Product Time

Mascara 2-3 months

Foundation 6-12 months

Concealer 1-2 years

Powder 1.5-2 years

Blush/Bronzer 1-1.5 years

Eye Shadow 1-1.5 years

Eye Liner 3-6 months

Lipstick/Lip Gloss 1.5-2 years

Lip Liner 1 year

Nail Polish 1 year or once dry and clumpy

Makeup Sponges 1 month (wash after each use or toss)

Moisturizer 3 years

  

Cheat Sheets



Notes & Ideas

Notes & Ideas



Notes & Ideas



Notes & Ideas



Notes & Ideas



Notes & Ideas



oiab_book_COVERS_6x6_bleed.indd   4 8/7/14   5:50 AM


