
The Declutter Kit  page 1

Part of the Inspired Organizing series
by Jennifer Hofmann

      The
  Declutter
            Kit

      The
  Declutter
            Kit



The Declutter Kit
© 2009-2012 Jennifer E. Hofmann, Inspired Home Office

All rights reserved. To honor the hard work that went into it, no part of this book may be reproduced, stored in a 
retrieval system, or transmitted in any form or by any means electronic, mechanical, photocopying, recorded, or 
otherwise without written permission by the author.

This publication contains the opinion and ideas of the author. It is intended to provide helpful and informative 
material on the subject matter covered and is offered with the understanding that the author is not engaged in 
rendering legal, financial, psychological, or other regulated assistance.

No liability is assumed with respect to the use of the information contained herein. Although every precaution has 
been taken to produce a high quality, informative, and helpful book, the author makes no representation or 
warranties of any kind with regard to the book. The author specifically disclaims any responsibility for any liability, 
loss, or risk, personal or otherwise, which is incurred as a consequence, directly or indirectly, from the use and 
application of any of the contents of this publication. The end.

Jennifer Hofmann
Inspired Home Office
3705 Quinaby Road NE
Salem, OR 97303
www.inspiredhomeoffice.com

The Declutter Kit  •  page 2

http://www.inspiredhomeoffice.com/
http://www.inspiredhomeoffice.com/


Contents
Introduction: Feelings in the clutter 4

Noticing and shifting negative self-talk 6

Creating a heart-centered practice for clearing your 

space 11

Creating a clearing list 15

Red herrings: How to get them off your desk for good 19

Preventing future clutter 25

The Declutter Kit  page 3



Introduction: Feelings in the 
clutter
Given all the things lurking in your clutter, it’s no wonder you loathe decluttering. All 
that stuff can be stressful, anxiety-provoking, depressing, guilt-inducing, and much 
more.

Does it have to be so painful?
One of the most challenging things I’ve discovered about working with clutter is that we 
don’t really know what’s in those piles and boxes and storage containers. You might 
know what’s in there conceptually, but you’ve forgotten precisely what. This uncertainty 
breeds fear and resistance. Instead of just feeling fuzzy about the clutter, we begin to 
dread and resist it. The longer it goes untouched, the worse these feelings become.

However, you also don’t want it in your space. It’s a conundrum – do I ignore it? Or do I 
somehow start, even though it’s so overwhelming?

Most people respond to this confusion eventually with force. Force is a misguided 
attempt to spur yourself into action. “C’mon! It can't be that hard,” you say. “Time to 
tackle the desk!” or “That’s it! I'm throwing it all away!” Many people say it shouldn’t be 
this way in an attempt to guilt themselves into action. These painful strategies sometimes 
work, but they are so hurtful to your spirit.
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It's good stuff!
With few exceptions, every bit of clutter in your space is a seed of an idea. Ever scrap of 
paper with a few words on it. Every article you’ve printed out for inspiration. Every book 
you’ve kept because you’re going to use it someday. Almost every kind of clutter was 
once something that sparked a dream or a vision you’ve had for your life.

Clutter deserves to be loved. Even though you loathe its presence. Your clutter is 
evidence of how incredibly creative you are. It is there because you’re an optimistic 
person who is curious about the world. It is evidence of your dreams.

You don’t have to keep it all. But can you take a moment to honor the value of this 
collection? Can you see how awesome you are in dreaming these dreams and thinking 
up these ideas?

Try some decluttering love
Instead of procrastinating or guilting or intimidating yourself into decluttering, this 
workbook presents creative, loving ways to remove the things that no longer support 
you. They are different from many of the (often logical) strategies you have tried in the 
past.

Learn to befriend your clutter, and it will dissolve. Ready to learn how?
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Noticing and shifting negative 
self-talk
Every creative person I know has a panel of judges in their heads. I call them the 
Committee.

The Committee has opinions on just about everything we do. Make a mistake and the 
committee pipes up with, “Boy, that was stupid!” They observe your choices and actions 
while giving you a running monologue of negative self-talk. One time, I forgot to show 
up for a breakfast with a business buddy, and my committee spent the next two days 
chiding me angrily: “What kind of organizer forgets her appointments? What is wrong 
with you?”

In my classes, I frequently hear people repeating the things their committee tells them:

• I’m hopelessly disorganized.    
• I’m a failure and a slob. It’s never going to change.    
• I can’t do this.   
• I should be better.

When we’re unaware of these messages, they rule our lives. When we push away and try 
to ignore these messages, they persist. Sometimes they even escalate.
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Negative self-talk creates bad feelings
No matter what you say or how you say it, this kind of self-talk has horrible 
consequences on you and your business. You end up feeling guilt, frustration, dread, 
panic, depression, self-doubt, and self-loathing.

Negative self-talk is tiring
Believe me, I’ve been there. It’s really draining. You don’t even realize it, but you’re 
burning precious energy thinking thoughts like these. They wear you down. I’ve had 
days where I start off with some self-loathing monologue, and by noon, I can’t get 
another thing done. I’m used up for the day.

Negative self-talk makes hard work harder
Not only does it tire you out, but over time you start to associate the activity or location 
with the negativity. So instead of having a lot of work to do to prepare your taxes (for 
example), you also now associate the activity with all that self-loathing. No wonder we 
procrastinate hard work – we’re trying to avoid the barrage of negativity that often 
comes with it.
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The positive intention of negative self-talk
Believe it or not, your committee is trying to accomplish something positive. This self-talk 
is attempting to:

• Prod you into action   
• Prevent you from embarrassment and failure        
• Help you to avoid making mistakes   
• Avoid pain

Is it somewhat effective? Absolutely – or we wouldn’t continue using it. The strategy is in 
itself painful, but the intention of this negativity is actually positive. It’s an attempt to get 
you to change. Isn’t that fascinating?

Fortunately, you don’t have to keep hurting your spirit to be motivated to change.

Turning around negative self-talk
There are three things I suggest for turning around this unconscious habit of using 
negative self-talk to motivate yourself.

#1 Observe your self-talk
This is a life-long practice in which you notice what you’re saying to yourself. Sometimes 
it will be days or weeks later that you realize you said something judgmental about 
yourself. Sometimes it will happen in the moment like, “Hey! I just said something mean 
to myself!”
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Recognizing what that voice in your head sounds like is huge. It’s significant. When you 
know what it sounds like and when it shows up, it doesn’t have as much power over 
you. You’re now observing the phenomenon instead of it running the show. You’re 
creating just a little distance from it. It’s a healthy shift – and it takes time to cultivate. It’s 
so worth it.

#2 Examine your beliefs
Every negative thing you tell yourself is a belief. Belief are not facts. In our heads, they 
seem like they’re the Truth, but they’re not. Beliefs are negotiable.

Beliefs are stories we make up about the circumstances we’re in. We take in facts (like 
there’s a box of paper in the closet) and then make up a story about what the facts mean 
(I’m a bad person because of the box in the closet).

As you get better at observing your self-talk, you can start being curious about these 
beliefs. Are they true? How do you feel when you think them? Is there a kinder 
interpretation of the facts?

Examine your beliefs as they come up and bring curiosity to them. This is another way to 
create some healthy distance between your beliefs and your tender spirit.

#3 Choose something kinder
It can be a life-long practice turning self-talk into something constructive. In the course of 
becoming more organized, I began to realize that I’m the one making up these stories. 
Beliefs are really an expression of our creativity. And since we’re making them up 
anyway, we might as well tell a story that feels good, that is kinder.
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For example, I can see my messy desk and say, “You’re a slob,” or I can say, “Wow, things 
are crazy right now,” or “Yes, it’s chaotic, but I’m doing the best I can at the moment.” 
Over time, you can begin to talk to yourself the way you would a cherished friend – 
honestly, gently, respectfully.

The short version
Changing your self-talk and releasing the grip your committee has on you is the first 
essential skill to eliminating clutter. When you can create (even slight) distance from this 
harmful practice, you become free from the control it has over you, and making progress 
in your physical space becomes much smoother and easier.
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Creating a heart-centered 
practice for clearing your space
Set some time
Start by choosing an amount of time to work on your space. Some people like big chunks 
of time, others enjoy short bursts. Play with both to see what works best for you. Set a 
timer or have a clock nearby so that you can see how long you’ve been working. I 
encourage you to stop working before you’re tired so that you have energy to do other 
things in your life after clearing.

Prevent overwhelm
As you begin to work, practice picking up one object or piece of paper at a time. This 
allows you to be mindful of the process and notice things about yourself and your items 
that you might have missed in the past. It also helps you make decisions about what you 
want to keep or release.

When I’m in a hurry, I sometimes pick up several things at once or get stuck on one 
thing, put it down, and pick up another. I tend to feel stuck and overwhelmed in either 
case. Maybe you do, too.
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Ask yourself some questions
Take your time by picking up one thing at a time and asking yourself the questions 
below.

• Do I love this?

• When I hold this, what feelings come up for me?

• Do I already know this?

• Does this support me and my work? What do I need?

• If I released this, could I find it again (like on the Internet) without too much 
trouble?

• Could someone else use it more than I can?

• If I let it go, would I enjoy the space it would leave behind?

• Where can it go next?

As you ask each question, pause and see what comes up for you. Trust your intuition. 
There are no shoulds or ought tos with this process. Just take your time and trust yourself. 
Over time, you’ll internalize these questions and the process of clearing will become 
more familiar, easier, and more rapid.
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Give yourself a reminder to slow down
As you work with these questions, you may also invent others that work even better for 
you. Feel free to add them to the list. In the meantime, I’ve created a sheet you can print 
out and pin up to remind you to proceed gently while you’re clearing.

Having this sheet visible will help you learn the questions and prevent the mental chatter 
that sometimes occurs while clearing.
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The heart-centered clearing practice 
worksheet
Take your time. Pick up one thing at a time and ask yourself the questions below.

• Do I love this?

• When I hold this, what feelings come up for me?

• Do I already know this?

• Does this support me and my work? What do I need? If I released this, could I find it again (like 
on the Internet) without too much trouble?

• Could someone else use it more than I can?

• If I let it go, would I enjoy the space it would leave behind?

• Where can it go next?

When asking these questions, trust your heart and your intuition. They are wiser than logic.
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Creating a clearing list
When you know where stuff can go, it starts to flow
When we’re clearing, we can get stuck – even frozen – trying to decide where items go 
next. Especially when you’re pretty sure you don’t need it anymore. Where to put it?

Below is my own list of places where I send stuff when I no longer need it. I find it so 
much easier to have this information handy, because it helps me remember that the 
things I don’t love might be useful to other people. It helps me get out of the mental spin 
of what to do with things.

How to keep things in flow (out of your space)
When you ask yourself, “Does this item support me and my spirit?” and the response is 
negative, here are the options to consider:

Curbside
Recycling
Trash

Donation and give away
• Goodwill, Salvation Army, humane society, or other charity thrift stores
• Freecycle.org
• Craigslist.org
• Library or other organization’s book sale fundraiser
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• Shoe recycling service   
• Food pantry
• Schools (books, tools, paper, art supplies, etc.)
• Museum or historical society
• Family and friends

Cash-generation
• Used book store
• Powell’s Books – sell books online
• Amazon.com – get credit for books
• Paperback Swap   
• Clothing consignment   
• Antiques consignment
• Pawn shop
• eBay.com

Make your own list!
Use the worksheet below to help you make your own list. Use my list above for ideas 
and inspiration.

Once you’ve created this list, have it handy while you’re spending time clearing your 
space. Tack it up next to your clearing questions – somewhere visible so you can refer to 
it when you get stuck. Maybe you want to laminate it or make it pretty so that you 
remember to look at it. Ultimately, the more things you have on this list, the more 
confident you’ll feel about parting with the things you no longer need.
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The Clearing List Worksheet
What can you leave curbside? What kinds of items can you recycle?

What organizations or places can you donate items to? Who could you give away to?

What options would you consider for cash-generation? What are some stores that resell items in your 
community?
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What would you need in order to recycle or donate things? Boxes? Bags? Time?

What information do you still need that would help you make this list even more complete?
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Red herrings: How to get them 
off your desk for good
You’d like to keep your desk orderly. Most of the time, you know where to find what you 
need when you need it – even if you have to dig a little.

If you spend enough time straightening up, you could whittle down what’s on your desk 
to just about nothing.

No matter how you clean up, there are always a few random things things that just stick 
around. You don’t have time for them right now. So they stay put and spoil the success of 
clearing your desk.

Red herrings
Remember that Sesame Street tune “one of these kids is not like the others?” A red 
herring masquerades as a piece of manageable clutter, but it’s different from the rest.

Take Julie’s magazine. It sits on her office desk to remind her to write a letter. But it 
wasn’t any ordinary letter.

She was angry about the organization’s policies and intended to give them a piece of her 
mind – by explaining the ethical grounds upon which she was canceling her subscription.
She just hadn’t gotten around to it yet. It’s not a regular piece of mail she can just recycle.
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They’re hard to get rid of
The most common feature of a red herring is that there’s no logical place to put it. So the 
magazine just sits on Julie’s desk… getting her riled up every time she looks at it.

So, you’re getting the point here: red herrings are distracting, and they mess up your 
desk. They also tend to accumulate.

“I’ll get to this later.” (plop on desk)
“Oh! I need to remind myself to do this!” (plop on desk)
“This is important, but I have NO idea where it goes!” (PLOP on desk)

And before you know it, you’ve got a fine kettle of fish (an unmanageable mess).

What’s a busy creative person to do?

Take it easy on yourself
Take a deeeep breath.

If you’re like a lot of people, you look at your accumulated incomplete tasks and say 
something disparaging about yourself in a frustrated tone of voice.

Stop right there. Take another deep breath and remember that you’re busy. You have a lot 
going on. And you choose to get to the urgent stuff first. That’s just how it is.

The Declutter Kit  •  page 20

The most common 
feature of a red herring 

is that there’s no logical 
place to put it.



You are totally and completely normal. In fact, you’re also ambitious, creative, and 
optimistic thinking you can get all this extra stuff done.

Personally, I think you’re pretty cool. So make peace with the undone stuff.

Get a net
If you’re hauling in all these red herrings, you might as well get something in which you 
can capture them so they don’t flop all over and make a mess of your workspace.

Pick up one of those red herrings and ask yourself:

• What’s the single next step I want to take with this? 
• What’s the smallest next step I could take?

Write it down in two places
It doesn’t have to be fancy. Scribbling in a spiral notebook is a great place to start. Or 
maybe you like to use sticky notes.

1. Grab some paper (or the worksheet below) and write down the next few steps you’ll 
take with this red herring. Don’t write all the steps to completion, just the next few. 
Discerning what steps you’ll take decreases overwhelm and gets the brain going in 
forward motion again.

2. The other place you can write something down is your calendar – when will you have 
time to work on the steps for this red herring? Maybe it’s right now. Maybe it’s this 
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weekend. If you don’t write it somewhere to remember it, you’ll still have that floppy 
fish on your desk. So allot some time so you can shift it out of your space.

If you can’t see yourself making the time to do it, consider getting rid of it. Here’s why: if 
you decide to keep it, but not give yourself time to work on it, this red herring will 
continue to clog up your precious space. Choosing to release it might seem scary or 
unnerving, but it will clear up more space and can feel so liberating!

Got a red herring?
Use the worksheet below to walk you through the steps of clearing a red herring.
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The Red Herring Worksheet!
1. If you’re looking at this sheet, you recognized that you have a red herring! Yay! Up until now it’s just 
been bugging you, but you didn’t know it was a red herring. Yay for clarity!

So, what do you call this thing?

2. Take a deep breath.

3. Write down the next few baby steps you would take to move it forward. 2-3 is a good start.
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4. Look at your calendar and set some time to work on it. When looks good to you?

5. Can’t seem to find the time? Check your list for places you can release it to so you can get rid of it.
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Preventing future clutter
6 ways to reduce clutter before it arrives
As a busy creative person, the most frustrating part of clutter is that people often send it 
to you. A lot of it. It comes in the mail box and the email box – and no one ever asked if 
you wanted it. You must eventually respond by sorting it, shredding it, recycling it, 
deleting it, and politely hanging up on it. This takes time, energy, and resources.

The good news is that you can dramatically slow the flow – saving you time and precious 
brain cells.

A few months ago, I reached my threshold for this clutter and went on a crusade for 
information about how to stop it. Here it is. In under 20 minutes, I completed the five 
steps below and wiped it out. Since then, I’ve noticed a dramatic decrease in the amount 
of unwanted mail, calls, and even spam that I receive. I added a bonus sixth step that 
really makes a difference.

1. Stop getting unwanted credit applications and insurance offers
Under the US Fair Credit Reporting Act (FCRA), there are four credit companies 
(Equifax, Experian, Innovis, and TransUnion) that are permitted to include your name on 
lists used by creditors or insurers to make pre-approved and pre-screened credit or 
insurance offers. Grr.
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Fortunately, this same act permits the consumer (you) to opt out from this service. So, if 
you want your mailbox devoid of credit offers and those little simulated cards, here’s 
what you do:

1. Go to www.optoutprescreen.com. 
2. Complete the form electronically for a 5-year reprieve or get a permanent one by 

mail. I did the 5 year electronic option. I admit it felt a little odd giving my SSN 
and DOB, but it’s a VeriSign secure site (I checked), and the credit companies 
already have this information about me to run their credit reports.

This took less than 2 minutes to complete and removed me from all four lists at once. 
Sweet!

2. Stop junk mail
The Direct Marketing Association manages consumers’ information, which enables 
businesses everywhere to send out direct marketing mail. Like junk mail. They also train 
companies to use their information strategically, and they lobby in DC. Yikes. 

Don’t want what they have to offer? Here’s the site.

1. Go to The Direct Marketing Association website.
2. Opt-out electronically (or by mail).
3. They will ask to verify your identity by using your financial information. Meaning: 

you can either submit your info online with a credit card number (no charge) or 
you can snail mail your info with a check for $1, which covers the processing.
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Personally, I get annoying direct mail pizza coupons and solicitations all the time, so this 
seems like a great list to opt-out from. All told, the process took about a minute.

3. Stop (some) email spam
Now, this is cool. The DMA also manages this email “preference service” from which you 
can opt out of email solicitations. It’s good for 5 years and was a breeze to complete. 
Note: Not all people who send spam subscribe to this DMA service, but with the daily 
barrage of spam, we can use all the help available.
 

1. Go to the DMA’s Email Preference Service.
2. You complete a double opt-in by completing the form online.
3. Then click the link they send to your email address.    

It took way less than 1 minute. Easy peasy.

4. Stop dinnertime phone solicitations
Here’s my favorite US government site: DoNotCall.gov. This is what I proudly call “my 
tax dollars at work.” I love this service.

Use this to opt out of receiving those annoying dinner-time phone solicitations. You can 
remove up to three phone numbers at once.

1. Go to DoNotCall.gov.
2. Click “Register Now.”
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3. Enter 1-3 phone numbers and your email address.
4. On the next screen, check for errors and then click “Submit.”
5. Hop on over to your email and confirm that you want to be on the Do Not Call 

registry.

5. Stop getting phonebooks you don't want
If you mostly use Google to look up information online, you probably don’t need the 
myriad yellow pages that come to you. One or two isn’t so bad, but many communities 
issue 8-10 different types of phone books in a single year.

1. Go to https://www.yellowpagesoptout.com/.
2. Register on the site.
3. Check your email – and use the password they give you to gain access to the opt-

out page.
4. You’ll see how many yellow pages you’re currently subscribed to. I had 6! Click 

"Manage my Directories" and select the ones you no longer want. Yay!!
5. Click "Save Changes."

You’ll get a confirmation email with a summary of which yellow pages you’ve opted out 
of, but they won’t send you anything else. I did this two Novembers ago and have gotten 
nothing – no more yellow pages. Best of all, the Yellow Pages Opt-Out also never expires. 
Hurrah!
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6. Gently examine your own habits
Now that you’ve taken steps to stop the clutter that comes your way from others, it’s a 
great time to look at another common source of clutter: your unconscious choices. It can 
be eye-opening to gently recognize the part you may play in generating certain kinds of 
clutter.

If you look around your space, you may notice that some things arrived without your 
participation. You may also notice that there are things in your space that arrive as a 
direct result of a choice you made. No blame here. Just facts.

The key to transformation is curiosity. If you look carefully, you may notice that there are 
things that you’ve acquired by habit. Things collect because of a pattern you repeat 
without thinking about it. There’s no blame here, just gentle observation.

I call these habits “patterns of acquisition.” An example of this comes from my own life. I 
like to get good deals on the things I purchase regularly, so I often will sign up for the 
special newsletters that different stores offer (Michael’s, Petco and REI are good 
examples). When I sign up, all I’m focused on are the discounts I’m going to receive. In 
the moment, I forget that they’ll also send me other things (catalogs, emails, etc.) that I 
don’t want. I’m not conscious that they’ll possibly share my information with sister stores 
who will send me the same kinds of materials via email or paper mail.

That moment when I say, “Sure, I’ll sign up for your newsletter,” is a habit, a pattern of 
acquisition. I’m not a bad person because I do this, but when I look at it more closely, I 
see how it contributes to the amount of junk mail and email advertisements I receive.
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As you work on reducing the amount of clutter in your space, I invite you to notice if you 
have any patterns of acquisition. As you look at the things in your space, practice 
noticing gently, as if it were a scientific discovery. What are your patterns? This attitude is 
so much more helpful than blame or self-judgment.

If you do happen to notice a pattern, take comfort in knowing that patterns can be 
changed over time. One thing you can ask yourself is, “What would I like to do 
differently?” Using this question has greatly reduced the volume of email and unwanted 
letters I’ve received, making my life lighter and less overwhelming. Practice asking this 
and notice if there’s any aspect of your habits that you’d like to tweak slightly so your 
needs are met.

To take the next step, spend a little time clearing your space and then complete the 
worksheet below.
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Ask yourself, “What 
would I like to do 

differently?”



Worksheet for Gently Examining 
Patterns of Acquisition
1. What’s one thing you tend to collect, but don’t really want or don’t use? What do you call it in your 
own mind?

2. Be curious about where this type of item usually comes from. What circumstances lead to its arrival in 
your space?
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3. Be gentle and honest with yourself. Is this type of item something you’d like to prevent coming into 
your space in the future?

4. If it’s something you don’t want to prevent, your next step is to give it a permanent home.

5. However, if you do want to prevent having more of these items in the future, be curious. What’s one 
gentle way you might avoid acquiring it in the future? You might think of a kind way to remind yourself 
or an encouraging thing to say to yourself in the circumstances you described in the second question. 
What could you experiment with that would help prevent its arrival into your space?
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Want more support?
This e-book is part of a complete series of books that will help you organize and love 
your workspace. Visit the Inspired Home Office products page to take the next step.

                            

There’s also a community of creative souls who love doing this work together. It’s called 
The Creative Haven. We meet weekly on the phone and connect on the Internet to 
provide community and support to each other.

If you’re eager to declutter your life and want company on your journey as you get 
organized, please consider becoming a member.

Click here to learn more about the Creative Haven community.
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About
Jennifer Hofmann was not born organized. In fact, having ADD and a hummingbird 
personality meant she was surrounded by the clutter of projects she never finished and 
struggled to keep up with everyday tasks. Using a few simple practices, Jennifer 
transformed her life and workspace. The clutter went away and she could stay focused 
on tasks to completion. In 2007, Jennifer launched Inspired Home Office to teach other 
creative, cluttered people how to do the same. 

If you’ve tried to get organized in the past and failed, there’s hope. While some 
organizers will try to fix you, Jennifer helps you uncover the fascinating habits of your 
own brain. Together, you develop customized solutions that help your creative work 
thrive. Because Jennifer truly understands what it’s like to struggle with clutter, her 
clients love the deep compassion she brings to her classes and coaching. For the Inspired 
Home Office blog, newsletter, and great resources, visit inspiredhomeoffice.com.
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