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Do you feel like your business has gotten away from you? Are you in danger of being 
swept away in a torrent of confusion, work, deadlines and technology, all jostling like 
boulders in the rapids of your personal life? (You know: The one you don’t seem to 
have, right now.) 
 
You're racing to keep up with your business and everything else in your life caught 
like a paper boat in a whirlpool. Or you're simply left in the wake, trying to catch up 
with no time or energy for anything else. 
 
If this describes you—if you are in a constant state of overwhelm and it’s hard to keep 
track of what you’re doing—this guide is for you.  
 
In it, you’ll learn in ten practical steps how to evaluate your business, get rid of 
anything that isn’t working for you and streamline your systems. Getting rid of clutter 
in every area of your work-life will energize and revitalize you.  
 
You’ll end up with a clearer vision of where you are now—and where you want to go. 

Step One: Evaluating Your Business Structure 
 
Evaluate your business to see if your current status—sole proprietorship—is still the 
best structure; and how close you are to making the switch to LLC or corporation. 
Your best bet is to speak to your accountant, but you can determine if that’s 
necessary right now by checking out the basic definitions of the different business 
structures. 

Sole Proprietorship 
 

In a sole proprietorship, you are both the owner and the business.  
 
Advantages:  
 

• Low startup costs, and minimal (if any) fees to pay to local authorities or the 
government.  

• You can also get away without consulting a business lawyer, though if you can 
afford it, running your business plan by a small business lawyer is always a 
good investment. 

• You can operate your sole proprietorship through your personal bank account 
• You can operate under either your own name or your trade name (what 

people call your business) 
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Disadvantages:  
 

• If you don’t pay your business bills or you accidentally damage a client’s 
house while decorating, you personally can be sued and your assets—
house, car, equipment, investments—can be seized. 

• You can operate under your trade name, but you may not be able to have 
a bank account in that name or sign checks in that name. If your clients or 
customers pay by check, you would need to specify that all payables are 
made out to your personal name, not your trade name. 

• May limit your ability to transfer ownership or to get a business loan. 

LLC (Limited Liability Corporation) 
 

As an LLC, your business becomes a legal entity. 
 
Advantages: 
 

• Your liability is limited to business assets; not your house, your car or other 
personal assets. 

• Bigger tax breaks (sometimes) 
 

Disadvantages: 
 

• You are legally obliged to file annual reports with the state  
• You must pay annual fees to keep your LLC in legal operation 
• More mandatory fees and higher fees than a sole proprietorship 

 
This is the simplified version: If you are seriously considering changing your business 
status, do consult a small business lawyer and/or your CPA. 
 
What it boils down to is this:  If you are making a modest income operating under your 
own name and you do not see your business ever expanding, you can keep operating 
it as a sole proprietorship.  
 
If your business plans include getting business loans, selling your business name or 
involving other people, and you are going to be expanding significantly, at some 
point, you will have to switch your business to an LLC. 
 
And if you have a business partner or want to transfer ownership, it is in your best 
interests to also incorporate your LLC. 
 
We spent time on the issue of your business structure because it’s a topic many 
people remain hazy about and end up never tackling. 
The important takeaway is to know where your business is going: Do you plan to 
expand it within the comfortable limits of a sole proprietorship or do you have big 
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plans for attracting investors or partners, securing loans and/or ultimately selling it as 
a company—a complete business entity? 
 
Determine that now, and you will be able to fit the LLC structure and incorporation 
(with all their fees and financial responsibilities) into your business plan. 

Step Two: Making the Commitment  
Determining if your company structure is still valid is just the first step in the process 
of evaluation. But before you sit down and start making lists, you need to fully realize 
and commit to what you are about to do. 
 
Right now, you may be trapped in bad habits. At a recent meet-up, one small business 
owner explained it this way: “It’s just easier to do what you’ve always done.” 
 
I get it; it’s a pain to stop everything, install a password manager and deal with the 
learning curve or those glitches that seem to pop up whenever you put constantly 
changing technology in place.  
 
The thing is, Once you’ve set up a time-saving system such as a password manager 
and ironed out the glitches or learned to use it; it will save you hours every week—or 
even every day. 
 
Right now, we’re going to brainstorm and see where we can streamline your business. 
We’ll look at a variety of ways, tools, and resources: 
 
• Physical de-cluttering—making your work space more ergonomic 
• Lifestyle streamlining—eliminating or delegating tasks that no longer need to be 

done (or done by you) 
• Online de-junking—using tools and resources to save hours of time and cut down 

on profit-draining aggravation  
• Outsourcing—making money by paying other people to take care of online tasks 

you find difficult or lose money performing 

Step Three: De-cluttering Your Space 
 
Do you have an office space that works for you? We’d all love that dedicated room 
away from family noise or chaos, but the really important consideration is that your 
office “space” works for you right now. 
 
This could be a corner of your bedroom, or a desk in the kitchen if you need to keep 
an eye on little ones after school. Or perhaps it’s an alcove on your upper landing. Or 
maybe you’re lucky enough to have an actual room - With a door! Just make sure that 
whatever space you use feels like the best choice for you and your lifestyle.  
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How to de-clutter your physical work area: 
 
Start by taking a good, hard look at your workspace, with fresh eyes. Pretend you’ve 
never seen it before.  
 
• What works for you and what doesn’t? 
• Do you really need [that desktop CD holder, extra pen and knick-knack holder, 

glass ornament, etc.? 
• Can you consolidate equipment (e.g., get rid of your scanner and buy a printer that 

includes scanning) 
• What don’t you have that you really, really need? 
• What do you miss all the time? Make a list of those things.  
 
When you are done with your list, grab three of boxes or bags and write in thick 
marker on each box: 
 
1. Donate—Any item you never use, don’t need and don’t want to keep can go in 

this box. (Donating is a great way to get rid of items that are unnecessary, but that 
you are sentimentally attached to Enjoying the idea of someone else valuing them 
can make it easier to let go.) 

2. Re-assign—Would that vase work better in the dining room? Could your teenage 
daughter use that extra CD tower? Reassign these items right away! 

3. Toss—Anything that doesn’t work anymore or that classifies as garbage should be 
tossed.  

 
Take a second look at that donation box: Is there anything of value? If so, you can 
consider selling it— either to a local antique store or a local yard sale site. (But get it 
out of your office!) 

Re-evaluate your storage solutions: 
 
Are you actually using that old desk, or is the broken shelf inside only good for 
holding those ancient silk flowers you don’t want to part with? 
 
Treat yourself to a shopping trip: Check out places like IKEA, office supply stores, and 
Target. See what storage options would work better in your office than the ones you 
have now. (And don’t forget to treat yourself to a nice cup of coffee when you’re 
done.) 

The finishing touches: 
 
We’re done with the practicalities: Now let’s nurture your soul.  
 
What would make working in your space feel more relaxing? More luxurious? More 
aesthetically satisfying? What item would help you really get “in the zone”? 



Clear The Clutter 

	   	   7	   	   	  

www.FabulouslyBalancedLife.com 
 

©	  2018	  Christine	  Morris,	  LLC	  

 
For some people, it’s a vase of fresh flowers: For others, it’s music while they work. 
Whatever it is, make sure it increases both your well being and productivity by 
inspiring, energizing or calming you.  
 
Find a way to create the ambiance and mood that helps you truly focus. Your office 
should feel like your oasis—the place you are most yourself: The place where you find 
inspiration—and live your dream. 

Step Four: De-cluttering Your Mind 
 
Streamlining the way you run your day-to-day business isn’t just a matter of finding the 
perfect way to arrange your to-do list or finding the perfect program. Those things are 
important—but if you ever want to get your business under control, you need to ask 
deeper questions that focus on: 
 
1. Who you are 
2. How you work 
3. How you learn 
4. What motivates you the most 
5. What makes you feel alive and totally in your zone 
6. What feels satisfying 
7. What feels like a reward 
 
Before we get to that, however, we need to deal with the bogeyman under your bed:  
 
Namely… 
 
• What drains you the most 
• What makes you procrastinate 
 
It’s these two points that make 99% of all small business owners eternally and 
unsuccessfully struggling to organize their online businesses. They get lost in 
procrastination habits such as reading news sites or spending time on Facebook 
because they don’t know what to do next. This always snowballs into a nightmare 
monster of chaos and overwhelm. 
 
And if you do know what to do next, you’re afraid or overwhelmed. Success requires 
energy and alertness, the very opposite of soul-sucking procrastination and paralysis.  
Taking steps towards success will most likely produce obstacles: Sleepless nights, 
overwork, underwork, overwhelm and interference by family members or ill health. 
The key is to step away from whatever gets you procrastinating, and focus on the 
positives—on questions 1—7 on the previous page.  
 



Clear The Clutter 

	   	   8	   	   	  

www.FabulouslyBalancedLife.com 
 

©	  2018	  Christine	  Morris,	  LLC	  

Once you allow yourself the time (and space) to really think about each question and 
answer each, one by one, your de-cluttering will become much more focused—and 
effective. You’ll have a better idea which tools to choose and which systems to adopt. 
 
It’s who and what we are that determines how well (or how poorly) we organize our 
lives: All the systems and tips in the world won’t help you if you haven’t identified your 
secret inner saboteur—and tapped into your inner warrior. 

Step Five: Let Go of Things That Don’t Inspire You 
 
The path to a profitable business is rarely straight. We try new things, pick up and 
examine the shiny objects that we find along the way, and branch off in odd directions 
in search of success.  
 
By the time you find your sweet spot, you might discover that your business portfolio 
is littered with: 
 

• Websites you built but haven’t looked at in a year or more 
• Domains you bought with the best of intentions but never bothered to use 
• Tools you purchased (sometimes just because it was a steal) but didn’t find a 

use for 
• Training you’ve never found the time to study 
• Social media accounts you have no interest in 

 
While it might seem trivial to have a collection of domain names you’ll never use, the 
truth is, these and other unused items have an effect on you. They take up space in 
your head that could be put to better use. They occupy your mind when you could be 
planning other things. And sometimes, they make you feel guilty for not giving them 
the attention they deserve. It’s time to let them go.  
 
Sell the websites you’ve created but aren’t actively maintaining. Someone else could 
likely turn them into something amazing. Stop renewing (or sell) domains that don’t 
work with your brand or your current business model. Deactivate social accounts you 
know you’re not going to use.  
 
Finally, take a look through the training and tools you’ve accumulated and evaluate 
them against your current business model and goals. Are they still relevant and 
useful? If they are, then set aside time in your calendar to learn and use them. If not, 
get rid of them. Either delete them or throw them away or pass them on to someone 
for whom they are useful.   
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Step Six: De-Cluttering Your Workload 
 
Once you’ve completed Step Five, it’s time to take action. 
 
1. Make a list of all the tasks you do in a day. Print out or make two copies. (An easy 

way to do this is through your Time Audit) 
 
2. Pick up a thick highlighter in a bright, cheerful color and highlight all the tasks you 

love doing. 
 
3. Take the second list. Pick up a highlighter in a different color and highlight all the 

tasks that: 
 

a) Drain you 
b) Bore you to death 
c) You hate doing 

 
The tasks on the second list are the tasks to which you need to immediately apply 
one of the following actions: 
 

• Elimination 
• Delegation 
• Outsourcing 
• Evaluation 

 
Go through each task and ask yourself the following questions in turn: 
 

1. Will my business or personal life suffer if I just drop this task? 
2. Who can I get to take over this task? 
3. Can I afford to outsource this task to an expert who can do it more quickly 

and efficiently than I can?  Will the time saved compensate for what I’m 
paying out, in terms of return on investment? Can I afford not to outsource 
it? 

4. What is it about this task that makes it so dreary or unnerving for me? Do I 
need to set time aside to learn how to do it properly? Is it outside my area 
of interest? Does it feel like I’m wasting time? Does it cause procrastination 
or distraction? 

 
Whatever else you do, don’t procrastinate on taking this step! The more thought that 
you put into each point, the more accurately you’ll gauge your result. That will lead to 
taking the correct action automatically—and effectively. 

https://s3-us-west-2.amazonaws.com/fbl-opt-in/Time+Audit.pdf


Clear The Clutter 

	   	   10	   	   	  

www.FabulouslyBalancedLife.com 
 

©	  2018	  Christine	  Morris,	  LLC	  

Step Seven: De-cluttering Your Email Inbox	  
 
If you’re like an overwhelming majority of online business owners, you may have 
allowed your email inbox to become flooded with email after email. You may even 
have made the mistake of mixing your business emails with your private emails in one 
account. Or you may have created so many email accounts that you simply can’t keep 
track of them. 
 
All this leads to Email Overwhelm; and when your inbox is cluttered, your mind tends 
to clutter too. It’s oh so easy to miss important emails and give up on trying to stay in 
touch with niche news you really need to stay on top of. 
 
Method # 1: There’s one really easy fix if you have the courage to take this step—
simply pick a date and delete everything in your inbox before that date! Before you 
do, be very sure there are no emails it is crucial to keep. 
 
Method # 2: Use your email search box as a filter to find specific email senders you 
want to eliminate. Then highlight or group-check all the emails found from this sender 
with one click—and delete.   
 
The advantage of this method: You can schedule deleting X number of email senders 
per day so that it takes minimal time and is less overwhelming. Be sure to 
unsubscribe from each sender whose emails you are deleting first. 
 
Method # 3: Use a program to help you sort and eliminate unwanted emails. 
Try unroll.me or Mailstrom (no, that’s not a spelling mistake: And it is “.co”—not “.com” 
if you’re hovering over the anchor text and wondering.) 

Streamlining Your Mailbox: 
 
To keep your inbox uncluttered, create new subfolders and drag the day’s incoming 
emails into the proper folder before you even read them. Your folders can be 
organized into three basic categories: 
 
• To Do – these are emails you have to answer or that contain data you need to 

access and deal with: For example, renewing your annual web hosting 
• Archive – Emails that contain information you will need to keep: Subscription site 

logins, receipts, important notices from your accountant or the government, etc. 
• To Read – These are emails that are filtered into the folder and don’t show up in 

your inbox. The important step if you decide to add a “To Read” folder is to 
schedule time each day to review and delete everything once it is a month old – 
read or unread.  

 

https://unroll.me/
https://mailstrom.co/
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This is a very basic way of organizing your Mailbox. The important thing is to do what 
works for you. For a detailed explanation of how I manage my Gmail inbox, click here.   
 
You can create sub-folders within your two Inbox sub-folders. Or if you prefer, create 
them at the same level as your “Actionable” and “Archive” folders. Your business is 
bound to have categories unique to you, so do add them as needed. 
 
More suggested folders: 
 

• Receipts [year] 
• Membership info 
• Webinars 
• Clients 

Step Eight: Finding the Right Tools 
 
Congratulations! If you’ve taken action on everything we’ve discussed so far, you are 
sitting in a pleasant, inspiring workspace, left with only tasks you love doing, tasks you 
are planning to outsource and tasks you need to learn more about. (The rest, you’ve 
either delegated or eliminated altogether.) 
 
Now it’s time to make those tasks you are left with: 
 
• More enjoyable 
• More efficient 
• More profitable 
 
First, make a list of all those tasks you’ve decided to keep, but that you need to learn 
more about, to really process them effectively. It is to be hoped there are no more 
than a few (three or less is best). 
 

1. Schedule time to learn whatever you need to learn in order to master a task.  
 

• Is your time frame realistic?  
• Do you really need to learn how to do this task yourself? 

 
2. Take a course, if the task or process you need to learn is essential to moving 

your business forward. Fit it into your long-term plans, rather than doing a 
sloppy job. 

 
3. Use apps, timers and other aids to streamline your processes 

 
4. Find and use packages and templates to shorten your workload 

 

http://fabulouslybalancedlife.com/system-to-regain-control-of-email/
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5. Create an outsourcing strategy for those tasks you don’t wish to do yourself 
 
Also, ask yourself: 
 

• “What is the one task or element of my business I most love doing that actually 
generates income?” 

 
Everything else should support you and free you up to spend the major portion of 
your workday in concentrating on this moneymaking passion. 

Apps, Tools, and Resources: 
 
If you spend a good portion of your day using your phone iPad, consider using mobile 
Apps to increase your productivity. Schedule tasks for when you only have a chance 
to use your mobile device, rather than trying to get them done during in-office time. 
(For example, you can check your social media and schedule tweets or posts while 
your daughter is at soccer practice if you like.) 
 
Use templates to make writing-based or graphics-based tasks shorter—and more 
cohesive. 

 
Use productivity tools to increase your efficiency. This includes software or services 
such as: 
 

• Schedulers 
• Organizers 
• Alarms 
• Mind-mapping software 
• WordPress plugins  
• “Help” desk software 

 
One way to make this less overwhelming is to check out a new category every day, to 
see if there is the perfect tool for you. For example, on Monday you could browse 

TIP: Templates can really help reinforce your branding. People subconsciously 
expect to see the same elements on websites. For example, if a copywriter ran a 
highly-successful PLR site, featuring an orange fish and blue, stylized waves in her 
site header and emails, people will see those colors (not even the fish and wave 
shapes) and instantly associate whatever is presented in those colors as 
associated with that copywriter. 

If their experiences with the PLR site were good, they will get a warm, fuzzy glow: If 
they were frustrating or negative in any way, they will hit “delete” the moment they 
see those colors and graphics.  
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through the WordPress.org plugins directory to see which plugins could make your 
life easier. (Be sure to check the reviews!) 
 
As you search for the right tools and resources, don’t be fooled by alluring websites 
and dazzling bells-and-whistles. Ask yourself: “Will this tool simplify my life?” 

Step Nine: Cleaning Up Your Computer 
	  

Now that you’ve analyzed your business and downloaded only the resources you 
need, it’s time to clean up your computer. 
 

• Uninstall programs you haven’t used in months and do not need 
• Analyze your filing system on the computer 
• If you haven’t installed a central password manager, install either RoboForm or 

LastPass 
• Invest in a cloud-based backup system to ensure all your files are retrievable, 

should you ever lose your computer 
• Set up hard drive maintenance routines, if you haven’t already done so 
• Free up space 
• Archive files you no longer use but want or need to keep.  

 
Put them all in a single folder: Or numbered series of folders, (keeping in mind that 
smaller-sized folders restore much easier than gigantic ones). Then zip it, if you don’t 
think you’re going to access it unless the sky falls or some such unusual event. 

Get your files off the desktop: 
 
It’s easy just to drag or save files to your desktop and create shortcuts for just about 
every program you use when you’re “too busy to stop.” But please resist the urge, no 
matter how “well” it works for you. 
 
For one thing, if your computer ever experiences a fatal crash, a tech may be able to 
retrieve items on your hard drive, but all the files on your desktop will be gone. 
 
Use mind-mapping software to plan and organize your folders before creating or re-
organizing them. If software such as Freemind or TheBrain feels too confusing, try 
coggle! I recently discovered it and find it simple to use with a cleaner, simpler view. 
 
As for backing up your files, do it regularly. The easiest way is to subscribe to a highly 
secure cloud service like Carbonite, which automatically backs up in the background 
as you work.  
 
If you don’t like that solution for some reason, you can manually backup your most 
important files into a free Dropbox account. Personally, I keep all my files in Dropbox!) 

http://wordpress.org/plugins/
https://lastpass.com
https://coggle.it/
http://www.Carbonite.com/
https://db.tt/1toE1il9
https://db.tt/1toE1il9
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Step Ten: De-cluttering Relationships 
 
We are not machines. We need people. And even if we’re quite happy with our own 
company, we need to deal with people too: Bank managers, outsourcing contractors, 
clients, family, friends, the car mechanic, and your hairdresser. That’s just life. 
 
You can’t choose your family—but you can choose to limit your exposure to toxic 
relationships. If someone always makes you feel tired, drained, depressed or any 
other unflattering negative emotion, disengage. You need to limit your exposure to 
them. Life is just too short. 
 
Learn to speak up and validate your own needs or take an assertiveness training 
course. (Assertiveness doesn’t mean you have to be blunt to the point of bludgeoning 
people: It simply means speaking up about your own needs—and what you will and 
won’t accept from others.) 
 
Save your precious energy for those who do appreciate you: Those who make you 
feel on top of the world; or who comfort and support you in helpful ways.  

Practice Positive Self-Care: 
 
When I say “self-care,” I mean taking care of necessities for our minds, spirits, and 
bodies: Enjoying a relaxing bath is a simple example. Other examples include: 
Spending an hour a day meditating. Taking horseback riding lessons. Getting our hair 
done. Going on a date night with your husband. (You decide what self-care would 
“look like” for you.) 
 
It doesn’t mean you’re a pampered princess. It means making sure our needs get met. 
We need quiet times, companionship, rest, nourishing food, hobbies and family 
activities, as well as keeping ourselves looking—and feeling—good. 
 
If you work yourself to the bone and are a frazzled gray shadow in the background, 
the people in your life will take you for granted, like the “house elves” in the Harry 
Potter books. All you will ever be is useful: Not loved, admired, emulated, or 
respected.  
 
It’s a much better example to our children—particularly our daughters—when we 
actively model balance, strength, self-confidence, and assertiveness, as well as 
kindness and compassion and all those other nurturing values. Children become what 
their parents model by everyday example; not what parents say.  
 
A child who has never seen her mother model self-confidence is far less likely to be 
able to assume that characteristic. When you practice good self-care, you are still 
actively nurturing your family and your community—perhaps more deeply than you 
realize. 
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Step Eleven: Plan for Outsourcing  
 
You can be the most brilliant entrepreneur and multitasker in the world, but the truth 
is, you can’t do it all yourself. There is a limit to how many hours you can invest per 
month against income brought in.  
 
But there are many other benefits to outsourcing: When we hire specialists to perform 
tasks and oversee areas of our business where we are weakest or that don’t directly 
bring in income if we spend all our time maintaining them, we are adding value and 
extra quality to the products and services we produce. 
 
We are also creating balanced products that download and run efficiently. We reduce 
stress, increase our social proof and business stature—and please our customers and 
clients. 
 
Outsourcing also gives us room to expand our businesses, when it is done properly. 
Before you outsource a single task, however, you need to de-clutter yet one more 
area of your business: You need to eliminate confusion and zero in on your goals. 
 

• Where do you want to be six months from now in your business?  
• How much would you like to be making this time next year?  
• How many people do you expect to reach? Want to reach? 
• How many units will you produce per month? Per year? 
• How many hours can you realistically devote to your own unique service?   
• What—specifically—are your goals both personally and professionally? 

 
Once you have set your goals (in detail), you can focus all your efforts and energy on 
moving towards them. You can also then answer the following questions: 
 

• How many professionals will you need to help you reach your goals? 
• Who will you need to get your business to the level you need it to achieve? 

 
Most people start out small by hiring a virtual assistant (VA) skilled in the tasks they 
(the business owner) need support in. As your VA’s assistance helps you to generate 
more profit, a strong reputation, and a wider reach, you naturally begin adding more 
outsourced freelance contractors. 
 
Using online freelancers for your online business makes sense: You don’t have to 
worry about the sort of taxation and governmental rules, regulations, and restrictions 
that need to be taken into account when you hire actual employees; plus you are not 
responsible for salaries; only hours or projects worked. You can use outsource 
contractors as much—or as little—as needed. 
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But that is not to say you can’t book your favorite contractor regularly: You can. It’s 
important, however, to remember that your contractor will have other clients. Like you, 
she needs to make a living, so she will fill any gap you leave, so put her on a monthly 
retainer or commit to a certain service package from her every month. (This makes it 
easier to budget for outsourcing too.) 
 
As your team grows—and if done properly, it will be a team—you should consider 
hiring a project manager to make sure that: 
 

• Communication is clear between all parties  
• Projects run smoothly and meet deadlines 
• Important details are not missed 

 
It is crucial that you understand outsourcing and how to make it work for you from the 
moment you hire your first freelancer. And keep in mind—you can delegate or 
outsource walking your dog, cleaning your house and other real-life tasks too! 

“But How Long Will This All Take?” 
 
The time it takes to de-clutter your business will depend on two factors: How 
committed you are to seeing it through and how long your business has been 
operating. 
 
If you are just starting out, it will be easier to make adjustments. It’s always easier to 
start fresh. If you have been operating long enough to know your systems are a mess, 
it will take a little longer but don’t be discouraged. You can do it one area at a time.  
 
Pinpoint the areas that slow you down the most (or that add the most to the chaos) 
and start with the most problematic “step.” Or if that seems too emotionally 
overwhelming and causes paralysis or procrastination, start with the simplest area. 
 
Once you have licked it into shape, jump back to the most problematic area while 
your confidence is still high and you are still feeling proud of yourself for 
accomplishing the first step (which is always the hardest to take; no matter how easy 
that step itself may be). 
 
A really nice strategy would be to reward yourself after each area that you clean up. 
(Write down your intended rewards in advance, for further incentive.) Successful 
business owners have all taken the journey you’re about to begin right now—cleaning 
up clutter in their businesses and lifestyles. So get ready to enjoy stepping into the 
company of the élite and clear the clutter in your business—starting today. 
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Calendar	  
Use this calendar as a general guide for de-junking your business and restoring it to 
streamlined efficiency. Adjust the time frames according. 
 

Week 1: Out with the Old 

Monday 
A.M. 

• Read through your step-by-step 
guide and analyze your own habits. 
What is going to be your biggest 
challenge (or challenges?) What 
makes you procrastinate? 
Determine how you will avoid 
procrastination this week 

 

• Determine your rewards for each 
area you are going to de-clutter. 
Write them down! 

 

• Think about your office. Is it in the 
right place for you in your home? 
Could you change it to a better 
one?  
 
What stops it from being perfect?  
__________________________ 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
 
What do you need for it to function 
better? 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
 
 

TIP: KEEP A JOURNAL of questions like 
these; your determinations and findings; 
your actions! 

P.M.  

• Take a “Before” snapshot of your 
office. Get hold of two or three large 
boxes and at least one heavy-duty 
garbage bag. Go to the store if you 
need to, to obtain them.  
 

(Home Depot sells sturdy large, 
medium and small boxes and the 
Liquor Store can be a great free 
source. While you are out, invest in 
thick-tipped highlighters and a thick-
tipped, black, permanent marker.) 
 

• Mark one box "KEEP." 
• Mark one box "DONATE." 
• Mark one box “TRASH” (or use 

the large, heavy-duty garbage 
bag) 

• [Optional:] Mark a third box "RE-
ASSIGN." Put items you plan to 
give to other family members or 
assign to other rooms in this box 

 

• Start by removing excess dishes and 
throwing away broken items & trash. 

 

• Go through your whole office until 
the boxes (and bag) are filled, and 
you are satisfied there is no more to 
remove or move. 

 

• Dust and polish wooden surfaces. 
Clean glass surfaces. 

 

• Take an “After” snapshot. 
 

• ENJOY YOUR REWARD! 
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Tuesday 
A.M. 

• Revisit your company structure: Is it 
still relevant to your business goals? 
Have these goals changed so that 
another structure would be better? 

 

• Contact your business lawyer or 
accountant and discuss this, or visit 
authority sites such as LegalZoom 
to thoroughly learn the pros and 
cons of each type of business 
structure.  

 

• Dig out your business plan and go 
over it. Tweak what needs to be 
tweaked to accommodate new 
knowledge or new goals. Enter new 
information 

 

• Download mind-mapping software, 
or pick up your notepad or hand-
held recording device or mobile. 
Brainstorm your business, using the 
question: “What do I need to do to 
make this happen?”  

 

• Formalize your plan, if you prefer. 
I.E.: Transfer your notes to a 
document. Place in your Company 
Operating Manual – if you haven’t 
created one yet, this can be your 
first entry. 

 

• Decide on: 
 

• What no longer works for 
your business 

• What is working 
• What direction do you want 

your business to go in 
 
 
 

P.M. 

• Revisit or create your company 
Mission Statement. It should address 
what do you want to do, for whom 
and why 

 

• Put it at the front of your Company 
Operating Manual. 

 

• Organize documents you wish to 
place in your Company Operating 
Manual  

 

• Create spreadsheets of all your 
company data, including: 

 

• URLs 
• Domains 
• Logins 
• Usernames 
• Renewal dates 
• Cost 
• Date established 
• Web hosting data 
• Subscriptions 
• Financial information 
• Other legal information 

(licenses, permits, etc.) 
• Contractor contact 

information and contracts 
• Client contact information 

and contracts 
 

• Print out an insert any other key 
documentation you need for your 
company. 

 

Make sure your focus is on allowing 
others to take care of business, 
should you not be able to do so.  
 
REWARD YOURSELF!  
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Wednesday 
A.M. 

• Explore apps, tools, and resources 
you've been considering to help 
automate or streamline your 
business. 

 

Make a plan for installing them. Are 
you going to install and learn one 
tool a day? Or will you do it all at 
once, today?   
 

Suggested tools and apps 
 

o Password Manager 
o Google Calendar 
o Carbonite 
o Dropbox 
o Templates or “kits” 

 

P.M. 

• Install the tools you’ve decided to 
install. 

 

• Access all your login sites to add 
them to your password manager.  
 
(Remember, when you are done, you 
will never have to mess around 
finding or resetting (or even inputting) 
your passwords again. You’ll be able 
to enter sites instantly—while 
knowing they are ultra-secure!) 

 

• Start your Carbonite or Dropbox 
back up.   

 

(Allow an extra day for everything to 
sync) 
 
REWARD YOURSELF!  

Thursday 
• Tackle de-cluttering your Inbox(es). Decide what method will work best for you: 

 

o Full delete 
o Search and delete by correspondent or keyword 
o Third-party resource such as Mailstrom 
o Learning Gmail filtering, if you operate mostly from Gmail (This blog post 

will show you step by step how to do that!) 
o Organize your folders 

§ Delete redundant folders, after emptying or moving contents 
§ Set up new folders 
 

• Review domains and websites you no longer use and plan for passing them on to 
someone else. 

 

• Review tools and training for relevance and toss the ones you know you won't 
use and schedule a time to study the others. 
 

• REWARD YOURSELF!   
 
 

http://fabulouslybalancedlife.com/system-to-regain-control-of-email/
http://fabulouslybalancedlife.com/system-to-regain-control-of-email/


Clear The Clutter 

	   	   20	   	   	  

www.FabulouslyBalancedLife.com 
 

©	  2018	  Christine	  Morris,	  LLC	  

Friday 
A.M. 

• Delegate household tasks 
 

• Consult your worksheet and review 
your outsourcing plan 

 

• List areas you need contractor(s) to 
specialize in 

 

• Research outsource contractors 
 

 

• Write out questions you need to 
ask. 

 

• Contact outsource contractors and 
if they are available, either: 

 

o Assign small task or 
purchase the smallest 
package, and try contractor 
out 
 

OR 
 

o Set up interviews 
 

o Interview contractors 
 

• Set up a separate business bank 
account and credit card. 

P.M. 

• Create a strategy for your 
outsourcing. Detail: 

 

o What you need each 
contractor to do 

o Delivery routines  
o Whether or not there will 

be a central area for project 
management 

o Number of revisions (if 
applicable) 

o Number of hours allotted 
for each task/contractor 

o Estimate delivery times 
 

• Set up project management 
system, Google Docs or Dropbox.  

 

• Decide on payment details and 
delivery (if the contractor(s) haven’t 
already specified this). Set up 
online banking options, if not using 
PayPal. 

 

 
REWARD YOURSELF! 

Saturday 
A.M. 

10 a.m. FAMILY MEETING 
 

• Discuss any new routines 
• Ask for input 
• Consider suggestions 
• Set ground rules 

P.M. 

Do chores discussed at a family meeting 
with children and spouse. 
 

• REWARD YOUR FAMILY  

(THINK PIZZA, A MOVIE OR SOMETHING 
SPECIAL) 

Sunday 
 

DAY OFF WITH FAMILY 
 

DAY OFF WITH FAMILY 

https://s3-us-west-2.amazonaws.com/fbl-academy/Clear+Clutter/worksheet.pdf
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Week 2:  In with the New 

Monday 
A.M. 

• Conduct contractor interviews 
and/or finalize communication and 
delivery protocols. 

 

• Assign tasks 
 

• With contractor tasks assigned, 
create a new schedule, fitting in: 

 

o Time for a formal learning 
course 

o Exercise time 
o Lunch break 
o Webinars you want to take 
o Online courses you have 

purchased but never had 
time to work your way 
through 

 

 

P.M. 

• Research mobile apps, if you are 
spending a lot of time on your 
mobile. 

 

• Decide when you will—and won't—
use your mobile for work purposes. 

 

• Choose apps that allow you to 
check things at a glance or 
perform functions instantly. 

 

• Download your chosen apps 
 

• Play with them. Explore tutorials 
and features. Make notes, if you 
need to. 

 

• Get back to your regular work, if 
there is time today. 
 
REWARD YOURSELF! 

 

  Tuesday 
A.M. 

• Schedule your tasks 
 

• Perform your regular work, using 
your new routines and tools 
 

P.M. 

• Clean up your social media profiles 
and pages (Either do this all at 
once; or fit one profile or page in 
per day.) 

 

• Take care of ordering new offline 
resources such as updated 
business cards, extra stationery 
you need 

 

• Research and shop for new office 
equipment if necessary 

 

REWARD YOURSELF! 
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Wednesday 
A.M. 

• Schedule your tasks 
 

• Perform your regular work, using 
your new routines and tools 

 

P.M. 

• Finish interviews and finalize 
contractor contracts 

 

REWARD YOURSELF! 

 

Thursday 
A.M. 

• Schedule your tasks 
 

• Perform your regular work, using 
your new routines and tools 
 

P.M. 

• Attend a webinar 
 

• Take your chosen online course. 
 
REWARD YOURSELF! 
 

Friday 
A.M. 

• Schedule your tasks 
 

• Perform your regular work, using 
your new routines and tools 

P.M. 

• REWARD YOURSELF!   
 

Your self-care treat of the week: 
Go for a massage, read a book, 
craft, have lunch with a friend.  
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Worksheets:	   
 

1. Is my company structure still relevant to 
my goals and business plan?  

• Do I want to sell my business in the 
future?  

• Will I need to take a partner? 
• Am I planning to get a business 

loan? 

 

 

 

 

 

 

2.  Do I need to consult: 

• A business lawyer 
• My accountant 

o My lawyer is: ________________ 

Tel: ________________________ 
 

o My CPA is: __________________ 

Tel: ________________________ 

 

3.  Am I fully conversant with tax laws that 
might apply to my business?  
 

• Will I be in a higher tax bracket or 
make enough money that my 
current business model is not 
viable or legal if I operate under 
existing conditions? (I.E. without 
knowing about/paying certain fees) 

 

o Income I made last year: 

$____________ 

o Income I project this year: 

$_____________ 

 

4.  I have researched business bank 
accounts and I will open one when 
[condition] on or around [date] 

o Bank 

o Fees: _____________________ 

o Credit card interest rate: ____% 
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5.  Have I decided which areas I need to 
de-clutter in my business and personal 
life?  

 

o Is my office adequate or ideal? 

o What old items, equipment or 
furniture do I need to get rid of? 

_________________________ 

_________________________ 

_________________________ 

_________________________ 

_________________________ 

_________________________ 

_________________________ 

 

o What new items, equipment or 
furniture do I need to invest in? 

_________________________ 

_________________________ 

_________________________ 

 

6. Have I visualized my dream office?  o My ideal office has…. 

 

 

 

 

 

 

7.  Have I thrown away redundant office 
items, re-assigned them to other 
people/parts of the house, sold or 
donated them? 

o  Donate 

o  Reassign 

o  Trash 

 Sell __________________ 
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8. Have I determined which software or 
systems are working well for me? 

 

 

 

 

 

 

 

o _______________________ 

o _______________________ 

o _______________________ 

o _______________________ 

o _______________________ 

o _______________________ 

9. Have I determined which software, 
plugin, app or systems are I need to: 

 

• Download 
• Subscribe to 

 

 

 

 

o  Password Manager 

o _______________________ 

o  Website Back up 
_______________________ 

o  Computer hard drive back 
up 

o _______________________ 

o _______________________ 

o _______________________ 

o _______________________ 

10. Have I got all my files off my desktop? o  Yes 

o No 

11. Have I de-cluttered my inbox? o  Yes 

o  No 
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12. Have I created a realistic schedule and 
broke it down into manageable time 
components? 

 

o  Yes 

 

13. How much time should my new 
routine free up for me to work on: 
 

• My money-making skills 
• Self-care 
• My family responsibilities 
• Community or charitable 

responsibilities 
 

o Money-maker: _______ hrs./wk. 
o Self-care: ________hrs./per day 
o Family: __________hrs./per day 
o Community: ____ hrs./per month 

 

14. Have I made time for: 

 

 

 

o Webinars and teleseminars 
o Online courses I wish to take 
o Offline courses I wish to take 
o Self-study 

 

15. What do I plan to do for my health? o Join a gym 
o Work out with an exercise DVD 

at home 
o Eat more healthily 
o Other ___________________ 

 

16. What do I plan to do for self-care that I 
am really looking forward to fitting into my 
new lifestyle? 
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1. Make a list of all the business-related tasks you do in a day. Print out or 
make two copies. 

� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
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2. Make a list of all the personal tasks you do and responsibility in a day. Print 
out or make two copies. 

 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
� ____________________________________________________ 
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3. Pick up a thick highlighter in a bright, cheerful color and in the first copy, 

highlight all the tasks you love doing. 

4. Take the second list. Pick up a highlighter in a different color and highlight all the 
tasks that: 

d) Drain you 

e) Bore you to death 

f) You hate doing 

The tasks on the second list are the tasks to which you need to immediately apply 
one of the following actions: 
 

• Elimination 

• Delegation 

• Outsourcing 

• Evaluation 

Go through each task and ask yourself the following questions in turn: 
 

1. Will my business or personal life suffer if I just drop this task? 

2. Who would be the ideal person to take over this task? 

3. Can I afford to outsource this task to an expert who can do it more quickly 
and efficiently than I can?  Will the time saved compensate for what I’m 
paying out, in terms of return on investment? (Can I afford not to outsource 
it?) 

4. What is it about this task that makes it so dreary or unnerving for me? Do I 
need to set time aside to learn how to do it properly? Is it outside my area of 
interest? Does it feel like I’m wasting time? Does it cause procrastination or 
distraction? 
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a. Tasks I love doing myself and need 
to do myself 

 
� ________________________ 
� ________________________ 
� ________________________ 
� ________________________ 
� ________________________ 

 

 

 

 

 

b. Tasks I need to delegate 
 
 

� ________________________ 
� ________________________ 
� ________________________ 
� ________________________ 
� ________________________ 

 

 

 
c. Tasks I need to outsource 

 

� _______________________________   To: __________________________ 
 

� _______________________________    To: __________________________ 
 

� _______________________________   To: __________________________ 
 

� _______________________________    To: __________________________ 
 

� _______________________________   To: __________________________ 
 

� _______________________________    To: __________________________ 
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Checklist	  
Use this checklist to assess your progress toward streamlined efficiency. 

 
 I have made a commitment to clear the clutter in my business and making 

sure it stays organized  

 I understand the difference between basic types of business structures 

 I have checked to ensure my business doesn’t need to be switched to a 

different structure 

 I have a dedicated office space in my home 

 Yes 

 Not yet 

 I have analyzed my space to make sure it is still the best spot in the house 

for my office 

 I have determined that all my equipment is still relevant and working 

 I have analyzed my office area and removed unnecessary items that were 

not contributing to my efficiency or well-being 

 I have thought about what piece of office equipment or other office items I 

am always wishing I had and I have: 

 Purchased it 

 Made a plan to acquire it 

 I have de-cluttered my office space by: 

 Donating unwanted items 

 Re-assigning unwanted items to different areas of the house where 

they will actually work  

 Throwing out anything that is broken or unnecessary 

 Other______________________________________ 

 I have made sure I am not discarding or donating any priceless antiques 

 I have sold any item I don’t want that happens to be valuable 
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 I have re-evaluated my office storage solutions and decided: 

 They still work for me 

 They are outdated, hard to use or broken, and I need to change them 

 They are inadequate. I need to supplement them with more storage 

 I have purchased new storage units as needed 

 I have disposed of superfluous storage items or units 

 I have repeated the analyze-and-purge process with other rooms in my 

home 

 I have rewarded myself after each room is completed 

 I have decided what item or items would make my office space more 

relaxing or energizing (according to which motivation I need) 

 I need a 

___________________________________________________ 

 I have determined: 

 What drains me the most, energy-wise 

 What makes me procrastinate and stop working 

______________________________________________________ 

 Is the obstacle physical? Is it something intangible like a distraction? 

 ______________________________________________________ 

 I have stopped to really analyze my personality and patterns, as well as my 

habits, determining: 

 Who I am 

 How I work 

 How I like to learn 

 What motivates me the most 

 What makes me feel alive and totally in my zone 

 What feels satisfying 

 What feels like a reward 
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 I am focusing on the positives; not on my weaknesses 

 I have identified my inner secret saboteur and banished it 

 I am putting on the armor of my inner warrior and stepping forth with action 

 I have followed the process for de-cluttering my workload: Namely… 

 Making a list of all the tasks I do in a day.  

 Print out or making two copies. 

 Picking up a thick highlighter in a bright, cheerful color and on the first 

list, highlighting all the tasks I love doing. 

 Picking up a highlighter in a different color on the second list and 

highlighting all the tasks that: 

� Drain me 

� Bore me to death 

� Intimidate me 

� I hate doing 

 I have taken the second list and applied one or more of the following to the 

tasks or responsibilities on it: 

 Evaluation 

 Elimination 

 Delegation 

 Outsourcing  

 Other _____________________________________________ 

 I have considered each task and asked myself the following questions: 

 Will my business or personal life suffer if I just drop this task? 

 Who can I get to take over this task? 

 Can I afford to outsource this task to an expert who can do it more 

quickly and efficiently than I can?  Will the time saved compensate for 

what I’m paying out, in terms of return on investment?  

 Can I afford not to outsource it? 
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 What is it about this task that makes it so dreary or unnerving for me? 

Do I need to set time aside to learn how to do it properly? Is it outside 

my area of interest? Does it feel like I’m wasting time? Does it cause 

procrastination or distraction? 

 I am applying my favorite learning methods to all these exercises, using 

tools that fit them such as mind-mapping software or highlighters or audio 

dictation 

 I have created new routines or patterns that work better for my energy and 

preference flow 

 I have rewarded myself for de-cluttering my workload 

 I have de-cluttered:  

 My most important inbox  

 All my inboxes! 

 I have de-cluttered it/them using one of the following methods: 

 Complete delete (making sure I check for important emails first) 

 Setting filters in my email Search box 

 Using a third-party service such as Mailstrom 

 I have scheduled or made time to learn how to properly use tools that can 

help me keep my business uncluttered 

 I have made sure that I:  

 Am allowing enough time to properly learn that application, software 

program or method 

 Really do need to learn it myself in order to enhance my money-

making skills  

 I have investigated and explored local or online courses, in order to learn 

what I need to learn 

 I have signed up for the course of my choice 
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 I am sourcing and using packages and templates to help shorten and 

streamline my business process 

 I am interested in using apps and other tools and resources to help 

streamline and un-complicate my business 

 I am using productivity tools such as: 

 Schedulers 

 Organizers 

 Alarms 

 Mind-mapping software 

 WordPress plugins  

 Content accelerators 

 Project management suites or software 

 “Help” desks  

 Other___________________________ 

 When considering new apps, tools, courses or resources, I am first asking 

myself the question: 

 “Will this __________ simplify my life?” 

 I have uncluttered my computer and got it under control by: 

 Uninstalling programs, I haven't used in months or no longer need 

 Analyzing my folder filing system and simplifying/adjusting it 

 Installing a central password manager like RoboForm or LastPass 

 Investing in a cloud-based backup system like Dropbox or Carbonite to 
ensure all files are retrievable, should I ever lose your computer 

 Setting up hard drive maintenance routines at regular intervals 

 Freed up space 

 Zipped and archived files I need to keep but don’t access often 

 Other______________________________ 
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 I have stopped the habit of saving files and folders to my desktop. I 

understand that if I lose my computer, folders on the desktop are not 

usually retrievable 

 I am using mind-mapping software or other planning tools in advance to 

help me organize my files and folders if I have many 

 I am getting rid of toxic relationships that make me feel drained, used, 

belittled or depressed 

 I am taking care to speak up and validate my own needs—not wait for 

others to approve 

 I am committing to nurture relationships that energize, encourage and 

revive me—and I am taking care to reciprocate 

 I am committed to being kind but assertive. If I need to sign up for an 

assertiveness training course, I will do so 

 I will no longer allow friends or family members to:  

 Speak to me disrespectfully 

 Disrespect my possessions 

 Disrespect my time 

 I am practicing consistent, healthy self-care 

 I understand that modeling healthy self-care to my children will provide a 

deeply important example to them 

 I am striking a health balance between assertive self-care, a good work 

ethic, and nurturing traits 

 I have analyzed my business goals and adjusted my business plan to 

consider the growth I wish to achieve 

 I have determined: 

 What tasks I can do myself 

 What I need to delegate or outsource 
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 How many hours I can realistically devote to practicing my own 

money-making skills 

 How many outsource contractors I need 

 Whether or not I can afford them right now 

 How I can start 

 If I am hiring more than one or two team members, I will also consider 

adding a Project Manager 

 Right away 

 Now, in _____________________ days/weeks/months/years 

 I have analyzed and determined a realistic time frame for de-junking my 

business 

 I am breaking my de-junking activities and actions down into bite-sized time 

sections 

 I have pinpointed whether or not it would be better for my personality to 

start by tackling the most difficult de-junking task first… or the easiest 

 I have taken into account my habits, weaknesses, and strengths when 

making my de-cluttering plan 

 I have a specific schedule for both de-cluttering and maintenance 

 I have created a Company Manual as a key to my business, should 

anything happen to me; and as a reference for myself and my contractors 

 I am ready to step into the company of the élite and run a hassle-free, 

streamlined and efficient business! 
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About Christine Morris  
 

Christine Morris is a Business 
Productivity Coach and Speaker 
who is passionate about 
working with entrepreneurs who 
are struggling with balancing 
their business and personal life, 
by helping them to create 
systems that will support both a 
successful business and a 
fabulously balanced life. 
 
Christine has worked with clients all over the country, from start-up solopreneurs 
to 6 & 7- figure business owners, helping them to overcome their obstacles and 
create efficient and effective businesses. 
 

As your business mentor, Christine will help you to create a life that will 
encompass the passion that you have for your business while still allowing you to 
prioritize the needs of your life outside of the office. 

Looking for more great content and support?  
 

The Fabulously Balanced Life Academy Mastermind is the place to be! This is 
an online mastermind of supportive women who, like you, want to develop the 
systems to organize and grow their business without sacrificing too much time 
with family and friends.  
 
The Academy Mastermind covers one learning module each month and 
includes weekly live mastermind calls, guest experts, and bonus content. 
  

Join the Academy Today for just $39 / Month 
 

 “Christine Morris is a wealth of knowledge and support. Luckily for the rest of us, she loves to 
share this knowledge! During our coaching sessions, I feel that my passions are her passions, 
too. She helps me to focus my energy to meet my goals much faster than I would accomplish 

on my own.” – Denise Clarity  
 

FabulouslyBalancedLife.com/Academy 
 


