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Best time to 
reach you via phone:

Your City:
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How did you find out about us?
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We are so glad you are taking the next step to living a more efficient, productive and organized life. Below you will find 

our simple Needs Assessment Form that will help guide us in finding the best solutions for your specific organizational 

challenges. Try to answer the questions as best as you can and be as honest as possible so that you can get the most out 

of our time together.  

Once complete, please return via email to info@simplyneatandclean.com. When we receive your form, we’ll get in 

contact with you within 24 hours to talk about next steps, answer any questions you may have and set up an in-person 

consult. Remember, the in-person consult is FREE. When we create a written plan-of-action after our meeting, it is 

totally up to you whether you’d like to use us or you can implement the plan on your own. 

We look forward to working with you!

Simone Poingsett 

Contact Information:

Brief overview of your business and your organizational structure:

Describe the type of business activities you are involved in (meetings, presentations, etc.):

What happens in a typical day?
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What is your vision for the space? How would you like each space to function?

What specifically is NOT working for you?

Please list each space/area you’d like to organize:

What IS working?

#1:

#2:

How many people work at this location? How many people work for you?

Do you have a dedicated assistant? Yes No

Does your business involve travel? Yes No

Do you have more than one office location? Yes No If so, how many?

#3:

#4:

#5:

#6:

#7:

#8:
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Is there:

Too much stuff? Not enough storage? Combination of both?

Which do you prefer:

Things to be in view Things to be put away out of sight

What type of computer do you use?

How many computers are in the office? Are they networked? Yes No

What operating system are you using and what version?

Are you proficient with the computer and its programs? Yes No

Which electronic information manager do you use, if any (i.e. Outlook, FileMaker)?

Do you categorize, label, and filter in your current email program? Yes No

Do you use a smartphone? Yes No Android or IOS (Apple)?

Do you use a paper calendar or planner? Yes No

Do you utilize a specific App or electronic calendar? Yes No If so, please list:

Do you have a system in place for planning and tracking your goals and objectives? Yes No

Do you use a Cloud system for your contacts, photos, and files? Yes No Name:

Can you describe the types of information that you are dealing with in general?

Who else schedules appointments?

How much time do you spend on the telephone each day? Less than 1 hour 1-5 hours 5-8 hours 8+ hours
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Describe how mail and other items arrive in your office.

Do you have an in/out tray? Yes No

Do you have a filing system in place? Yes No

Does it take you longer than normal to gather materials? Yes No

Do others need to locate information or items in your possession? Yes No

Do you use your filing system? Yes No

Is there central files that need to be accessed by others? Yes No

Do you handle your filing or does someone else? Yes No

If we could ask you to fill in the remainder of these phrases, what would you say?

Please answer Yes or No:

Yes No

Have you been disorganized most of your adult life?

Have you tried to get organized in the past?

Will other staff members be involved in the organizing process?

I can never find

I don’t know what to do with

When I try to get organized, I struggle with

What irritates me the most is

What consumes most of my time is

I feel I never get a chance to

It feels like all I ever work on is

I’m really concerned about

.

.

.

.

.

.

.

.
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Any additional information or notes?

What will organized look and feel like to you?

What are your expectations of a professional organizer?

Do you plan to work with me hands-on or do you prefer to have me work alone and ask you questions as I need to?

How soon are you able to get started with us, including the in-person consult?

Do you have a specific deadline? If so, please list:Yes No

What must happen for this to be a successful experience for you?
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