
[Date] 

Dear [Recipient Name], 

As the season changes, it is the perfect time to refresh your living space. We have put together 

this simple guide to help you declutter and spring clean your home efficiently. 

1. The Decluttering Phase 

Before you clean, you must clear the path. Use the "Four Box Method" for every room: 

• Keep: Items you use regularly. 

• Donate/Sell: Items in good condition that you no longer need. 

• Repair: Items that need fixing before they can be used. 

• Trash: Items that are broken or beyond use. 

2. Room-by-Room Cleaning Checklist 

Follow these steps to ensure every corner is addressed: 

• Kitchen: Clean out the pantry, wipe down inside cabinets, and degrease the stovetop. 

• Living Room: Dust ceiling fans, wash throw pillows, and vacuum behind the furniture. 

• Bathroom: Scrub tile grout, clear out expired medications/toiletries, and wash the 

shower curtain. 

• Bedroom: Rotate your mattress, wash all bedding, and organize your closet by season. 

3. Pro Cleaning Tips 

• Top to Bottom: Always dust the highest surfaces first so debris falls to the floor before 

you vacuum. 

• Windows: Wash windows on a cloudy day to prevent streaks from the sun drying the 

cleaner too quickly. 

• Air Quality: Change your air filters and open windows to allow fresh air to circulate. 

Taking it one room at a time makes the process manageable and rewarding. Enjoy your clean and 

organized home! 

Best regards, 

[Your Name/Organization Name] 

[Contact Information] 


