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Step # 1

Understand Your "Why"
 



Step # 2

Choose a Calendar and  a Task Management
System Before You Begin

 



Step # 3

Know Where to Start
 



Step # 4

Document New Systems
 

Document your systems to avoid decision fatigue.



Step # 5

S t a y  o n  T r a c k
 



Save 

Time

Save

Money

Get

Organized


