
 

 

 

Table of Contents 

 

INTRODUCTION .............................................................................................. xiii 

PART I: YOUR BUSINESS 

CHAPTER 1  INTRODUCTION TO PROFESSIONAL ORGANIZING ....... 3 

PROFESSIONAL ORGANIZER DEFINITION ....................................................................4 

GETTING STARTED IN THE PROFESSIONAL ORGANIZING BUSINESS ......................5 

CHARACTERISTICS ..........................................................................................................6 

TOP TEN CONSIDERATIONS IN BECOMING A PROFESSIONAL ORGANIZER ........ 10 

NAPO HISTORY AND OVERVIEW .............................................................................. 12 

NATIONAL MEMBERSHIP ............................................................................................ 13 

CHAPTER MEMBERSHIP .............................................................................................. 13 

INDUSTRY TRENDS ...................................................................................................... 14 

PROFESSIONAL ORGANIZER SPECIALTIES ............................................................... 15 

NAPO CODE OF ETHICS ............................................................................................. 17 

BENEFITS OF NAPO .................................................................................................... 18 

CERTIFICATION ............................................................................................................ 24 

CERTIFICATION REQUIREMENTS OF THE   

BOARD OF CERTIFIED PROFESSIONAL ORGANIZERS .............................................. 24 

OTHER INDUSTRY ASSOCIATIONS ............................................................................. 29 

EXERCISES ..................................................................................................................... 30 

ACTIONS ........................................................................................................................ 30 

CHAPTER 2  ASSESSING YOUR SKILLS ..................................................... 31 

WHAT ARE YOUR STRENGTHS? ................................................................................ 32 

WHAT IS YOUR BACKGROUND? ................................................................................. 32 

WHAT IS YOUR JOB EXPERIENCE? ............................................................................ 33 

A TYPICAL DAY FOR A PROFESSIONAL ORGANIZER ............................................... 33 

A TYPICAL DAY FOR A BUSINESS OWNER................................................................ 35 

EXERCISES ..................................................................................................................... 37 

CHAPTER 3  WRITING A BUSINESS PLAN ............................................... 39 

QUESTIONS TO ASK BEFORE WRITING YOUR BUSINESS PLAN ............................ 40 

BUSINESS CONCEPT ..................................................................................................... 41 

MISSION STATEMENT .................................................................................................. 41 



MARKET AND CUSTOMER ANALYSIS ........................................................................ 41 

STRATEGY ..................................................................................................................... 43 

OPPORTUNITIES (PROBLEMS AND OPPORTUNITIES) ........................................... 43 

PRODUCTS AND SERVICES .......................................................................................... 44 

COMPETITION .............................................................................................................. 44 

NICHE ............................................................................................................................ 44 

GOALS AND OBJECTIVES ............................................................................................. 45 

FINANCIAL PLAN ......................................................................................................... 45 

GETTING STARTED ...................................................................................................... 47 

RESOURCE REQUIREMENTS ....................................................................................... 48 

KEY ISSUES ................................................................................................................... 48 

RISKS (THREATS) AND REWARDS ............................................................................ 48 

S.W.O.T. ANALYSIS .................................................................................................... 49 

ACTIONS ........................................................................................................................ 52 

CHAPTER 4  FEE STRUCTURES 

HOW TO CHARGE FOR YOUR SERVICES .................................................. 53 

SELLING YOUR VALUE ................................................................................................ 54 

HOW TO DESCRIBE THE BENEFITS (VALUE) YOUR CLIENT WILL RECEIVE ..... 54 

HOURLY FEE VERSUS PROJECT FEE ......................................................................... 55 

INITIAL CONSULTATION AND NEEDS ASSESSMENT ............................................... 56 

TRAVEL FEE ................................................................................................................. 57 

MATERIALS FEE .......................................................................................................... 57 

NATIONAL AVERAGE .................................................................................................. 57 

ARTICLES QUOTING PROFESSIONAL ORGANIZER FEES ........................................ 57 

HOW TO DETERMINE A REASONABLE MARKET FEE ............................................ 58 

WHEN AND HOW TO GIVE YOURSELF A RAISE ...................................................... 59 

FINAL WORD ON FEES ................................................................................................ 59 

ACTIONS ........................................................................................................................ 60 

CHAPTER 5  BUSINESS BASICS .................................................................... 61 

OFFICE BASICS CHECKLIST ........................................................................................ 61 

FIELD MATERIALS CHECKLIST .................................................................................. 63 

ACTIONS ........................................................................................................................ 65 

CHAPTER 6  DETERMINE LEGAL AND INSURANCE NEEDS ............... 67 

REGISTERING WITH STATE AND FEDERAL GOVERNMENTS ................................. 68 

INSURANCE ................................................................................................................... 68 

PERMITS AND LICENSING ........................................................................................... 69 

WHAT GOES INTO SELECTING YOUR CHOICE OF BUSINESS ENTITY? ................ 69 

SOLE PROPRIETORSHIP .............................................................................................. 70 

GENERAL PARTNERSHIP ............................................................................................ 72 

CORPORATION ............................................................................................................. 72 



  

S CORPORATION ........................................................................................................... 74 

LIMITED LIABILITY COMPANY (LLC) ...................................................................... 75 

ACTIONS ........................................................................................................................ 79 

CHAPTER 7  NAME AND REGISTER YOUR BUSINESS  

FOR MAXIMUM IMPACT ............................................................................... 81 

WHAT’S IN A NAME? ................................................................................................... 81 

WHAT DO YOU WANT TO PROJECT? ........................................................................ 82 

FIRST IMPRESSIONS DO MATTER.............................................................................. 82 

BE CAREFUL USING YOUR OWN PERSONAL NAME................................................ 82 

CHOOSE YOUR NAME WISELY ................................................................................... 84 

REGISTER YOUR BUSINESS NAME ............................................................................. 84 

ACTIONS ........................................................................................................................ 85 

CHAPTER 8  TAX ISSUES TO CONSIDER AND UNDERSTAND:  

WHAT YOU NEED TO KNOW TO BE TAX SAVVY AND TAX  

BENEFITS YOU SHOULD UNDERSTAND .................................................. 87 

SOFTWARE OPTIONS FOR YOUR BUSINESS RECORDS............................................ 88 

TIPS ON SETTING UP QUICKEN OR QUICKBOOKS ................................................... 88 

DEDUCTIONS FOR YOUR BUSINESS ........................................................................... 89 

BUSINESS USE OF HOME ............................................................................................. 91 

BUSINESS USE OF AUTOMOBILE ................................................................................ 93 

BUSINESS TRAVEL ....................................................................................................... 93 

BUSINESS VERSUS PERSONAL TRAVEL EXPENSES ................................................. 95 

FAMILY MEMBERS AS EMPLOYEES ........................................................................... 95 

ESTIMATED TAXES....................................................................................................... 97 

PAYROLL TAXES ........................................................................................................... 97 

RETIREMENT OPTIONS FOR SINGLE-OWNER  

SELF-EMPLOYED SMALL BUSINESS .......................................................................... 99 

REFERENCED FORMS ................................................................................................ 100 

ACTIONS ..................................................................................................................... 102 

CHAPTER 9  MARKETING AND BRANDING  

YOUR ORGANIZING BUSINESS .................................................................. 103 

WHAT IS THE DIFFERENCE BETWEEN MARKETING,  

ADVERTISING, AND PUBLIC RELATIONS? ............................................................... 104 

CREATING YOUR BRAND .......................................................................................... 104 

WRITING A WINNING MARKETING MESSAGE AND  

COMMUNICATING YOUR VALUE ............................................................................. 105 

CREATING YOUR ELEVATOR SPEECH .................................................................... 106 

DEVELOPING YOUR NETWORK OF STRATEGIC ALLIANCES ............................... 107 

DEVELOPING A SUCCESSFUL WEB SITE ................................................................ 108 

FIVE STEPS TO CREATING A BLOG WITH GOOGLE ............................................... 110 



THIRTY-MINUTE MARKETING FORMULA   ........................................................... 112 

TOP TEN MARKETING APPROACHES ..................................................................... 112 

ONE HUNDRED MARKETING APPROACHES   ........................................................ 114 

ACTIONS ...................................................................................................................... 123 

PART II: YOUR CLIENTELE 

CHAPTER 10  CLIENT PROCESS, INITIAL CLIENT CONTACT, AND 

YOUR THIRTY-SECOND HOOK ................................................................. 127 

CLIENT PROCESS ....................................................................................................... 127 

POINTS TO CONSIDER WHEN YOUR CLIENT CALLS ............................................ 128 

DEVELOPING YOUR THIRTY-SECOND HOOK ........................................................ 129 

WHAT YOU NEED TO KNOW FROM A CLIENT ...................................................... 130 

YOU HAVE A CONSULTATION SCHEDULED—WHAT’S NEXT? ........................... 131 

CHECKLISTS ................................................................................................................ 131 

EXERCISES .................................................................................................................. 132 

CHAPTER 11  HOW TO EFFECTIVELY CONDUCT A NEEDS 

ASSESSMENT AND CREATE AN ORGANIZING PLAN OF ACTION... 133 

OVERVIEW .................................................................................................................. 133 

ORGANIZING PLAN OF ACTION—EXAMPLE ......................................................... 140 

CHAPTER 12  SCHEDULING THE JOB WITH YOUR CLIENT ............ 147 

JOB AGREEMENT COMPONENTS ............................................................................. 148 

OTHER BUSINESS POLICIES TO CONSIDER AND COMMUNICATE ....................... 152 

ACTIONS ...................................................................................................................... 154 

CHAPTER 13  5 STEPS TO ORGANIZING® PROCESS .......................... 155 

5 STEPS TO ORGANIZING® ..................................................................................... 155 

KEEP–LET GO CRITERIA .......................................................................................... 158 

STUMBLING BLOCK EXCUSES .................................................................................. 161 

TEN ORGANIZING PRINCIPLES ................................................................................ 166 

EXERCISES .................................................................................................................. 169 

CHAPTER 14  CLIENT FOLLOW-UP AKA  

PREVENTATIVE BACKSLIDING ................................................................ 171 

THANK-YOU NOTE .................................................................................................... 171 

FOLLOW-UP APPOINTMENT ................................................................................... 172 

CLIENT SATISFACTION SURVEY .............................................................................. 172 

ACTIONS ...................................................................................................................... 174 

CHAPTER 15  WORKING WITH CLIENTS ON  

PAPER MANAGEMENT ................................................................................ 175 

BENEFITS OF ORGANIZING YOUR PAPER INFORMATION .................................... 176 



  

THE A.R.T OF PAPER MANAGEMENT .................................................................... 176 

PAPER INFORMATION ORGANIZATIONAL CHART ................................................ 177 

CREATE A PAPER PROCESSING CENTER ................................................................ 178 

WHERE TO START ..................................................................................................... 179 

FILE STRATEGIES ...................................................................................................... 179 

WHAT TO KEEP AND HOW LONG ........................................................................... 179 

HOW AND WHERE TO KEEP THE PAPER MANAGEMENT SYSTEM .................... 180 

PRODUCTS/SYSTEMS FOR YOUR REFERENCE PAPERS— TAX RECORDS ....... 181 

PRODUCTS/SYSTEMS FOR TRACKING YOUR FINANCES ..................................... 182 

PRODUCTS/SYSTEMS FOR DIGITAL FINANCIAL RECORDS ................................. 183 

MAINTENANCE—THE KEY ..................................................................................... 183 

ACTIONS ..................................................................................................................... 185 

CHAPTER 16  WORKING WITH CLIENTS ON  

TIME MANAGEMENT .................................................................................... 187 

WHERE ARE YOU SPENDING YOUR TIME? ........................................................... 188 

WHAT CAUSES PROCRASTINATION? ..................................................................... 189 

PLANNING YOUR TIME ............................................................................................. 190 

TIME MANAGEMENT TOOLS ................................................................................... 191 

ACTIONS ..................................................................................................................... 196 

CHAPTER 17  WORKING WITH CLIENTS ON  

CLUTTER CONTROL ..................................................................................... 197 

WHAT IS CLUTTER? ................................................................................................. 198 

WHY DOES CLUTTER HAPPEN? ............................................................................. 198 

WHAT IS CLUTTER COSTING YOU? ........................................................................ 198 

WHAT ARE THE BENEFITS OF ELIMINATING CLUTTER? ................................... 199 

UNDERSTANDING YOUR RELATIONSHIP WITH YOUR CLUTTER ........................ 199 

HOW TO CREATE A VISUAL PLAN OF WHAT YOU WANT YOUR  

SPACE TO LOOK AND FEEL LIKE ............................................................................. 200 

HOW TO STOP CLUTTERING AND START ORGANIZING ...................................... 201 

EXERCISES .................................................................................................................. 204 

CHAPTER 18  THE CHALLENGING CLIENTS YOU WILL MEET ....... 205 

CASE STUDIES ............................................................................................................ 205 

DEPRESSION ............................................................................................................... 207 

ATTENTION DEFICIT DISORDER ............................................................................. 208 

CHRONICALLY DISORGANIZED ................................................................................ 211 

CLIENTS WHO HOARD ............................................................................................. 214 

SENIORS ...................................................................................................................... 215 

STUDENTS .................................................................................................................. 216 

SAFETY FOR PROFESSIONAL ORGANIZERS ........................................................... 219 



IN SUMMARY .................................................................................................. 221 

FORMS AND TOOLS 

CLIENT PROCESS CHECKLISTS ................................................................. 225 

INITIAL CLIENT CONTACT INFORMATION ............................................................. 225 

ONSITE NEEDS ASSESSMENT/ CONSULTATION PREPARATION CHECKLIST ... 228 

ONSITE NEEDS ASSESSMENT/ CONSULTATION APPOINTMENT CHECKLIST .. 228 

ORGANIZING APPOINTMENT CHECKLIST .............................................................. 229 

RESIDENTIAL NEEDS ASSESSMENT QUESTIONNAIRE ......................................... 230 

BUSINESS NEEDS ASSESSMENT QUESTIONNAIRE ................................................ 234 

ORGANIZING PLAN OF ACTION ............................................................................... 239 

FLOOR PLAN ............................................................................................................... 242 

EXAMPLE ORGANIZING COMPANY SERVICES AND  

FEES LETTER OF AGREEMENT ................................................................................ 243 

TAX PREPARATION CHECKLIST FOR  INDIVIDUALS AND SELF-EMPLOYED ..... 247 

TIME MAP / WEEKLY PLAN .................................................................................... 250 

RESOURCES ..................................................................................................... 253 

INDUSTRY ASSOCIATIONS ........................................................................................ 253 

MY TOP TWENTY-FIVE ORGANIZING PRODUCT VENDORS................................ 254 

PERIODICALS AND BOOKS ........................................................................................ 255 

SPACE PLANNING TOOLS ......................................................................................... 256 

WEB SITE DEVELOPMENT ....................................................................................... 256 

LOGO DESIGN ............................................................................................................. 257 

MARKETING ............................................................................................................... 257 

ABOUT THE AUTHOR .................................................................................. 259 

 

 


