
2 

PROPRIETARY INFORMATION: Do Not Distribute                                                                 Officiency®, Inc 
©1996-2005 

Contents 
Getting Started in the Professional Organizing Business .........................................5 
Preface ............................................................................................................................5 
The State of the Organizing Industry ...............................................................................5 
Challenges and Obstacles in the Profession ...................................................................6 
Choosing a Name ............................................................................................................7 
Trade and Service marks.................................................................................................7 
Business Entities..............................................................................................................7 
Registering with the State ................................................................................................8 
Registering with the Internal Revenue Service ................................................................8 
Starting a Business ..........................................................................................................8 
Organizing Specialties .....................................................................................................9 
Organizing Education and Training................................................................................11 
Setting Up Your Home Office.........................................................................................13 
Keys to Success ............................................................................................................14 

Service Quality...............................................................................................14 
Reputation .....................................................................................................14 
Customization ................................................................................................14 

Financial and Fee Information ....................................................................................15 
Fees/ Salary...................................................................................................................15 

Hourly Fees ...................................................................................................15 
Client Payment Options .................................................................................................15 
Tracking Finances..........................................................................................................16 

Marketing......................................................................................................................17 
Target Markets...............................................................................................................17 
Contact Management.....................................................................................................17 
Basic Printed Materials ..................................................................................................17 
Advertising .....................................................................................................................18 
Website & Internet Marketing.........................................................................................18 
Developing Referral Business........................................................................................20 

Sample Referral Agreement ..........................................................................21 
Networking.....................................................................................................................22 
Community Involvement ................................................................................................22 
Writing Press Releases..................................................................................................23 

Sample Press Release ..................................................................................24 
Calendar of Events of Specialty Holidays ......................................................25 



3 

PROPRIETARY INFORMATION: Do Not Distribute                                                                 Officiency®, Inc 
©1996-2005 

Marketing Archive Notebook..........................................................................................26 
Developing an Annual Marketing Plan ...........................................................................26 
Networking and Relationship Selling..............................................................................27 

Definition........................................................................................................27 
Six Steps to Selling........................................................................................27 
Networking.....................................................................................................27 
30-Second Sales Pitch...................................................................................28 

Client Interaction..........................................................................................................29 
Client Interaction Flow ...................................................................................................29 
Handling Inquiries: Sample Incoming Phone Call ..........................................................29 
Consultation and/or On-Site Assessment ......................................................................30 

Introduction ....................................................................................................30 
Overview of Current System..........................................................................30 
Discuss Organizational Strategy....................................................................31 
Review Company Services and Background .................................................32 
Discuss Cost and Time..................................................................................32 

Other Client Issues ........................................................................................................33 
Confidentiality Statement ...............................................................................33 
Chronic Disorganization/ ADD .......................................................................34 

Sample Confirmation Email: First Appointment Confirmed ............................................35 
Creating a Proposal .......................................................................................................36 
Sample Proposal for Organizing Services .....................................................................37 
Protocol for First Appointment .......................................................................................39 
Final Reports & Follow Up .............................................................................................40 

Email Follow-up: One Week After..................................................................40 
Phone Call Follow-up: One Month After.........................................................40 

Organizing Resources.................................................................................................41 
Suggested Reading .......................................................................................................41 

ADD/ Chronic Disorganization .......................................................................41 
Computer Organization..................................................................................41 
General Organization.....................................................................................41 
Home Organization........................................................................................41 
Office Organization ........................................................................................41 
Project  Management.....................................................................................42 
Professional Organizing Industry ...................................................................42 
Simplifying/Taking Charge of Your Life..........................................................42 
Time Management .........................................................................................42 
Professional Organizing.................................................................................43 



4 

PROPRIETARY INFORMATION: Do Not Distribute                                                                 Officiency®, Inc 
©1996-2005 

General Business ..........................................................................................43 
Marketing .......................................................................................................43 

Organizing Industry Statistics ........................................................................................44 
Email & Computer..........................................................................................44 
Ergonomics....................................................................................................44 
Home .............................................................................................................44 
Home Offices .................................................................................................45 
Information Overload .....................................................................................45 
Office .............................................................................................................46 
Records Management....................................................................................46 
Organizing Industry........................................................................................46 
Time Management .........................................................................................46 

Industry Organizations ...................................................................................................48 
American Records Management Assoc.........................................................48 
National Association of Professional Organizers ...........................................48 
National Attention Deficit Disorder Assoc ......................................................48 
National Speakers Association ......................................................................48 
National Assoc of Women Business Owners.................................................48 
The National Study Group on Chronic Disorganization .................................48 

Organizing Internet Sites ...............................................................................................49 
Other Industry Websites related to Professional Organizing..........................................50 


