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W H A T  D O  I  L O V E  A B O U T  T H I S  R O O M ?

Before you start organizing, it’s important to take a step
back and evaluate your space. Use the prompts below to
reflect on what’s working and what’s not.

H O W  D O  I  W A N T  T H I S  S P A C E  T O  F U N C T I O N ?

W H A T  F R U S T R A T E S  M E  T H E  M O S T  W H E N
U S I N G  T H I S  R O O M ?

W H I C H  A R E A S  T E N D  T O  C O L L E C T  T H E  M O S T
C L U T T E R ?

Step 1 - Assess The Space
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W H A T  I T E M S  D O  I  U S E  R E G U L A R L Y ?

D O  I  H A V E  A N  E F F I C I E N T  S T O R A G E  S Y S T E M ?

A R E  T H E R E  A N Y  I T E M S  T H A T  I  N E V E R  U S E ?

I S  T H I S  S P A C E  E A S Y  T O  C L E A N  &  M A I N T A I N ?
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A C T I O N  S T E P :  T A K E  A  B E F O R E  P H O T O  O F  Y O U R
S P A C E  S O  Y O U  C A N  S E E  Y O U R  P R O G R E S S !



Each living space serves multiple functions. Clarifying the
purpose of different zones within your room will help with
organization.

Step 2 - Define Your Zones

☐ Seating & conversation area

☐ Entertainment (TV, gaming, music)

☐ Reading & relaxation

☐ Kids’ play area

☐ Storage (books, toys, media)

☐ Display (art, family photos, décor)

Common Living Space Zones:

L I S T  T H E  Z O N E S  T H A T  E X I S T  I N  Y O U R  S P A C E .

I D E N T I F Y  A N Y  M I S S I N G  Z O N E S .
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W H A T  C H A N G E S  N E E D  T O  B E  M A D E ?
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Sketch Your Ideal Space



USE THIS CHECKLIST TO PURGE UNNECESSARY
ITEMS AND CREATE A CLUTTER-FREE FOUNDATION.

Decluttering Checklist

☐ Outdated magazines, newspapers, and junk mail

☐ Excess or mismatched throw pillows and blankets

☐ DVDs, CDs, or video games that are no longer used

☐ Broken or unused electronics, chargers, and cords

☐ Toys that are no longer played with

☐ Duplicate or excess decor that feels overwhelming

☐ Items that belong in another room

☐ Worn-out or unnecessary furniture taking up space

W H A T  I T E M S  C A N  Y O U  I D E N T I F Y  T H A T  Y O U  C A N
D E F I N I T E L Y  T O S S  O R  D O N A T E ?
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1. Sort & Categorize:
Group similar items together (books, remotes, blankets,
toys, décor).

2. Assign a Home:
Decide where each item will live based on frequency of use.

3. Contain & Store: Use storage solutions such as:
Baskets or bins for toys, remotes, and small items
Floating shelves for books and décor
Storage ottomans or coffee tables with compartments
Media consoles for electronics and cables

4. Create Daily Maintenance Habits:
Set Family Expectations & Involve Everyone
End of day 10-minute reset
Create Drop Zones for Daily Items
Rotate & Refresh Storage Regularly

Step 3 - Living Room
Organizing Process

Now that you’ve decluttered, it’s time to organize! Follow
these steps to create a streamlined, functional space.

Start on the left side of your space and work your way
around. Deal with each pile, bin, shelf, one at a time.
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A C T I O N  S T E P :  T A K E  A N  A F T E R  P H O T O  O F  Y O U R
S P A C E  T O  C E L E B R A T E  Y O U R  T R A N S F O R M A T I O N !



Seating & Comfort:
☐ Sofas & Chairs
☐ Throw Pillows
☐ Blankets & Throws
☐ Ottomans & Footrests

Entertainment & Media:
☐ Television & Accessories (remotes, cables)
☐ Gaming Console & Controllers
☐ DVDs, CDs, or Digital Media Storage
☐ Streaming Devices & Smart Speakers
☐ Board Games, Card Games & Puzzles

Reading & Relaxation:
☐ Bookshelves & Reading Nook
☐ Magazines & Newspapers
☐ Candles & Essential Oils

Kids’ Play & Activity Area:
☐ Toy Storage (bins, baskets)
☐ Craft & Art Supplies
☐ Puzzles & Activity Books
☐ Stuffed Animals & Dolls

Living Space 
Organizing Checklist
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BELOW IS A LIST OF COMMON ZONES OR
CATEGORIES OF ITEMS IN LIVING SPACES.

GO THROUGH THE LIST AND DECLUTTER &
ORGANIZE THE CATEGORIES YOU HAVE 

IN YOUR SPACE.



Storage & Organization:
☐ Coffee Table & Side Tables
☐ Baskets & Bins for Small Items
☐ Storage Ottomans & Hidden Storage
☐ Display Cabinets & Shelves
☐ Charging Station for Devices

Decor & Display:
☐ Wall Art & Frames
☐ Family Photos
☐ Decorative Pieces & Collectibles
☐ Houseplants & Floral Arrangements

Functional Zones:
☐ Entryway Drop Zone (keys, wallets, mail)
☐ Pet Area (bed, toys, food storage)
☐ Home Office/Workstation (desk, supplies)
☐ Exercise/Yoga Space

Daily Use & Maintenance:
☐ Remote & Small Item Storage
☐ Charging Cables & Device Storage
☐ Floor Space & Walkways Clear
☐ Daily Tidy-Up Routine

Living Space 
Organizing Checklist
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Some of My 
Favorite Items

Cube Storage Bookcase Cube Storage Bins

Under Couch Storage Coffee Table with Storage

Ottoman with Storage Baskets with Lids

Toy Storage Bins Puzzle & Game Piece Bags
R E M I N D E R :  B E  S U R E  T O  M E A S U R E  T H E  S P A C E  Y O U  A R E

B U Y I N G  O R G A N I Z A T I O N A L  I T E M S  F O R .  D O U B L E - C H E C K  T O
M A K E  S U R E  T H A T  T H E  I T E M S  Y O U  A R E  L O O K I N G  T O  P U R C H A S E

W I L L  F I T  I N  T H E  S P A C E
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https://amzn.to/3QZustV
https://amzn.to/3Fo1MbJ
https://amzn.to/3Do8uOl
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☐ Declutter surfaces and remove anything that doesn’t
belong.
☐ Wipe down surfaces (coffee tables, side tables, TV
stand).
☐ Straighten furniture and decor
☐ Dust shelves, media consoles, and decorative pieces.
☐ Rotate and fold blankets.
☐ Check storage baskets/bins and return misplaced
items.
☐ Organize bookshelves (return books to their proper
places).
☐ Wipe down TV screens and remotes.
☐ Vacuum or sweep floors and under furniture.

M a i n t e n a n c e
The frequency of reorganizing and cleaning living spaces
can depend on personal preferences, the household size,
and how frequently the space is used. 

However, here are some general guidelines:

DAILY CHECKLIST:

WEEKLY CHECKLIST:

Do a 10-Minute Reset at the end of the day 
☐ Return items to their homes (designated spaces)
☐ Clear off coffee tables and side tables.
☐ Put away any clothes that were left in the space.
☐ Throw away trash and remove empty cups or dishes.
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MONTHLY CHECKLIST:
☐ Deep clean sofas and chairs (vacuum cushions, spot
clean stains).
☐ Wash throw pillow covers and blankets.
☐ Check electronics and untangle or organize cords.
☐ Declutter and purge small decorative items that no
longer serve you.
☐ Refresh storage solutions (rearrange bins, adjust
shelving if needed).
☐ Wash pet beds and clean their designated space if
applicable.

QUARTERLY OR SEASONALLY:
☐ Organize media collections (DVDs, games, board
games).
☐ Swap out seasonal décor, candles, and blankets.
☐ Deep clean rugs, curtains, and upholstered furniture.
☐ Clean windows and wipe down blinds.
☐ Check lightbulbs and replace if necessary.
☐ Declutter entertainment and reading materials (donate
magazines, unused books, etc.).
☐ Reassess the layout—does the space still function well
for your needs?

☐ Do a full decluttering session—reassess what’s being used
and remove unnecessary items.
☐ Rearrange furniture for improved functionality.
☐ Wash walls and baseboards to remove dust and dirt buildup.
☐ Clean light fixtures, ceiling fans, and air vents.
☐ Evaluate storage solutions—are they working? Do you need
more or less storage?
☐ Organize sentimental items or keepsakes that have
accumulated over the year.

ANNUALLY:
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Playroom Maintenance
DAILY CHECKLIST:

WEEKLY CHECKLIST:
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☐ Do a 5-10 Minute Tidy-Up with kids before bedtime or after
playtime.
☐ Return toys to their designated bins, baskets, or shelves.
☐ Toss broken toys or missing puzzle/game pieces.
☐ Put away art supplies, books, and stuffed animals.
☐ Clear the floor to prevent tripping hazards.

☐ Do a quick declutter sweep for outgrown, unused, or broken
toys.
☐ Rotate toys to keep playtime fresh (store some away to swap
in later).
☐ Wipe down frequently touched surfaces (tables, shelves, toy
bins).
☐ Vacuum/mop floors and under furniture.
☐ Organize bookshelves and return books to their proper
spots.
☐ Check games and puzzles for missing pieces.

MONTHLY CHECKLIST:
☐ Deep clean and sanitize toys (especially baby/toddler items).
☐ Wash stuffed animals, play mats, and dress-up clothes.
☐ Declutter excess art supplies (dried-out markers, used-up
stickers, etc.).
☐ Reorganize storage bins—do categories still make sense?
☐ Check furniture for damage or safety hazards.



☐ Do a full declutter & purge session—donate or pass down
unused toys.
☐ Sort and organize sentimental toys (keep special ones in a
memory bin).
☐ Check all furniture for safety (loose screws, wobbly chairs,
etc.).
☐ Repaint, refresh, or deep clean playroom walls and rugs.
☐ Upgrade or add new storage solutions if needed.
☐ Reassess play zones—are they still functional for your
child’s age and interests?

SEASONAL CHECKLIST:

ANNUAL CHECKLIST:
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☐ Rotate toys to maintain interest and reduce clutter.
☐ Reassess playroom layout—does it still work for your child’s
needs?
☐ Swap out seasonal or holiday-themed toys/books.
☐ Check for toys, books, or activities that are no longer age-
appropriate.
☐ Deep clean play kitchen, dollhouses, and pretend play
areas.
☐ Organize outdoor toys if applicable.

MAKING PLAYROOM MAINTENANCE EASY:
☐ Keep storage simple – Open bins, labeled baskets, and
accessible shelves make cleanup easier.
☐ Less is more – Fewer toys = more focused and creative play!
☐ Get kids involved – The more they help, the more likely
they’ll keep it tidy!



In her book Organizing from the Inside
Out, Julie Morgenstern details what she
refers to as the “S.P.A.C.E. Method”:

LET’S SET THE ATMOSPHERE:

Try to get ahead of distractions
by silencing your phone, notifying
your household that you’re
working, etc.

SORT, PURGE, ASSIGN (A HOME),
CONTAINERIZE, and EQUALIZE.

This method is a major facet of The KMA
Way because it breaks the process down

into easily-digestible parts.
Ready to give it a try?

Appendix
The S.P.A.C.E. Method:

Then, take three or four deep, slow
breaths to get relaxed and focused.
You’ll want your thoughts and
intentions clear before you begin.
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Completely empty or clear the
space you’re working with and lay
whatever you found onto a large,
flat surface.

Identify categories to sort each
item into, pairing similar objects
together (i.e. toys, tools, clothes,
etc). Group these categories into
distinct piles and label them using
a post-it note.

Scan each category for things that
should belong in another room. Put
these items in a box off to the side
for now-- we‘ll get to it later!

The “S” in the S.P.A.C.E. Method stands
for sorting. Let’s see what you’re working

with:

The S.P.A.C.E. Method:

SORTING

Once everything is sorted into
categories you can easily identify, you

can move onto purging.
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LESS IS MORE

While it’s perfectly normal and natural to
form attachments to objects, not

everything is worth keeping. The goal of
purging is to lessen the amount of unhelpful

space-wasters. 

Pick one category at a time to focus on.
With each object in each pile, ask yourself:

Do I have a similar item I like more?

Is this item broken? Do I care to fix it?

Do I have unnecessary duplicates?

Do I like or use this enough to keep it?

Does this item have special personal
or emotional significance?

The S.P.A.C.E. Method:

PURGE
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Trust your instincts and take as much time
as you need to go through this step. And

don’t feel pressured to part with important
or meaningful items-- this exercise is only
meant to help you reassess what you find

valuable.

Any items you don’t want to keep should 
be either Trashed, Donated, or Sold.

WHAT ABOUT THE JUNK?

Be mindful when trashing objects
that some items, like batteries,
require special disposal methods.

Help your community by donating
items to loved ones and neighbors
first, then take what’s left to local
shelters.

Please be considerate when selling
and donating items. Ensure that they
are in good enough condition to pass
on to someone else.

Don’t leave objects you want to get
rid of by doorways or in backseats
forever. Pick a specific date to
drop things off!
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Each item should have a “home”, or a place it
belongs when it’s not in use. When

choosing the right “homes” for your objects,
try to:

Ask yourself, “Where would I look for this if
it went missing?” Then put it there!

Keep items you use often in front of
lesser-used objects so they’re more

accessible.

Experiment with new hardware like
hooks or extra shelves to optimize space.

Return items to their “homes” once
you’re done with them to avoid messes and

misplacements.

Use a label maker to keep tool boxes,
pantries, etc. organized only where you feel

they’d help.

Once you’re finished, move on to containerizing!

The S.P.A.C.E. Method:

ASSIGN A HOME
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THE S.P.A.C.E. METHOD:

CONTAINERIZE
This silly-sounding step is where we get to

accessorize! Mess around with bins, boxes,
hampers, and bags that suit your needs.

FIND CUSTOM SOLUTIONS
Invest in accessories and furniture
specific to your needs, i.e. large
totes to contain loose toys or
vacuum-seal bags for storing bulky
sweaters.

MIND YOUR DRAWERS
Mini areas can lead to mighty
messes! Use drawer dividers and
shallow boxes to keep small, loose
items from getting lost inside
drawers and tool boxes.

PROTECT YOUR PAPERS
Don’t leave documents susceptible
to water damage or wrinkelage.
Avoid cardboard boxes in favor of
sealed plastic bins or file folders in
drawers.
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“Equalizing” refers to the long-term process of
maintaining the cleanliness and order of a

space-- because, sadly, life doesn’t stop just
because we’ve finally decluttered. 

Half of the battle is learning to put things back in 
their “homes” where they belong. If you struggle

with that, here are some new habits to try and
form:

Set a reminder to pick up around the
house at the same time every night.

Get a basket or tray that makes it easier to
carry misplaced items from room to room.

Set aside one night a week to reset your
home-- clear surfaces, do all dishes, etc.

Gently ask those you live with to help you
keep things in neat and orderly.

Take before and after pictures-- it’ll
inspire you to see everything in its
rightful place.

GET IN THE HABIT

THE S.P.A.C.E. METHOD:

EQUALIZE
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Another key component of maintaining
organization is monitoring how well your new

system is working for you, then making
adjustments as you need them.

You’ll know you need to mix it up if:

If you feel the need to make a change:

REEVALUATE

It’s been unsuccessful for more than a 
few weeks.

Make organization more accessible.
(i.e. Place a hamper in every room
to prevent throwing clothes on the
floor.)

Give objects that tend to get left
around more convenient “homes”.
(i.e. If coats are never hung up, get
a coat rack.)

Hire a professional organizer. We
can work with you to solve whatever
personal roadblock you’re facing!

The setup/method is more stressful 
than helpful.

It costs you too much time, effort, or money.
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N o t e s
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"Your home is a
living space, not

a storage space." 
– Francine Jay
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