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THE ULTIMATE
TO DO LIST

Office

r	  Shred excess paperwork

r	  Scan important files to the cloud

r	  Retain 7 years of taxes & shred the rest

r	  Give away or donate unwanted books  

r	  Clear cluttered files

r	  Buy an ‘in-box’ or ‘out-box’ container  

Closets

r	 Purge clothing seasonally & donate or consign

r	 Replace wire, wood or plastic hangers with slim velvet ones

r	 Evaluate your shelves. Too high? Too narrow? 

r	 Buy stackable clear plastic shoe bins

r	 Add better lighting & a full length mirror

r	 Remove clothes to be altered, fix broken shelves, and polish shoes & bags

Garage/ 
Attic/ 

Basement

r	 Remove hazmat, e-waste & recyclables

r	 Donate or consign old furniture, sports equipment

r	 Edit or cover lawn & garden equipment

r	 Consolidate “like” items & label the spaces 

r	 Install shelving and/or cabinets to maximize storage

r	 Utilize wall space for storage

Offsite
Storage 

Unit

r	 Open all boxes & evaluate contents 

r	 Sell, donate or recycle any unwanted items

r	 Replace broken boxes with new cardboard or waterproof plastic bins 

r	 Downsize your unit to save money

r	 Hire a hauler to remove waste & recycling 

r	 Install shelving to maximize space

Kitchen
& Pantry

r	 Clean, add or replace old shelf liner 

r	 Toss expired foods, condiments & liquor 

r	 Edit your plastic ware drawer & match lids 

r	 Toss old menus, plastic ware & condiment packets 

r	 Use Lazy Susans for spices, condiments, etc. 

r	 Edit your junk drawer & clean 

Repairs 
& Home 

Maintenance

r	 Upgrade appliances for better efficiency 

r	 Clean area rugs, carpets & upholstery 

r	 Repair broken furniture 

r	 Fix plumbing & HVAC systems 

r	 Replace smoke detector batteries

r	 Touch up paint on walls, moldings & baseboards
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