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How can you improve your organizational skills to maximize
productivity?

Read through these 25 tips to maximize your productivity. To avoid
feeling overwhelmed, choose only 3 to 5 of these to work on
consistently for the next month. If you stick to them, they will
become part of your regular daily routines and systems. Over time,
they will help you to be far more productive and efficient.

1. Start with clear goals.
Define what you want to achieve. Whether it’s completing a
project, decluttering your home, or planning your week, having
specific goals gives you direction and motivation.

2. Create systems and routines.
Develop a system that works for you. This could include:

Task Lists: Use to-do lists to keep track of tasks and deadlines.
Calendars: Schedule appointments, meetings, and important
dates.
Digital Tools: Explore apps like Trello, Asana, or Notion to
organize tasks and collaborate with others.

-continued on next page

https://efficiencyandorganization.com/f/7-ways-to-develop-daily-systems-and-routines-in-personal-life
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To develop systems and routines, think about what you do in
the mornings, afternoons, and evenings. Instead of
wondering what you need to do each minute, systems allow
you to be consistent and well-planned. Here are 10 systems
and routines you can implement to become more organized
and use your time more efficiently.

Wake up at a certain time each day (as early as you can
possibly wake up).
Look at the top 3 to 5 priorities that must be done
during the day.
Groom and dress for success as quickly as possible to
avoid wasting time.
Use a planner to organize your daily processes,
meetings, and other activities.
Use lists or Post-it notes. Cross off each task that gets
accomplished (or throw away the Post-it note).
Have set times for checking emails.
30 minutes before you finish work, start cleaning up and
planning for the next day.
Have a nightly routine that helps you unwind, relax, and
prepare for the next day.

If you analyze how you spend your day, you can easily
develop robust systems and routines that help you achieve
and accomplish more each day to have stronger follow-
through skills.

3. Declutter your space.
A cluttered environment can hinder productivity. Take the
time to:

Sort and categorize items.
Discard or donate things you no longer need.
Keep your workspace clean and tidy.
Keep fewer accessories.
Minimize your personal effects (photos, wall art, decor).

CLICK HERE TO READ THE ENTIRE ARTICLE.
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Mastering Organization for
Peak Productivity (cont’d)

COMING SOON!

NEW YEAR’S  DAY
JANUARY 1

MARTIN LUTHER KING
JR HOLIDAY
JANUARY 19

BLACK HISTORY
MONTH

SUPER BOWL
FEBRUARY 8

L INCOLN’S  BIRTHDAY
FEBRUARY 12

VALENTINE ’S  DAY
FEBRUARY 14

PRESIDENTS’  DAY
FEBRUARY 16

LUNAR NEW YEAR
FEBRUARY 17
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Use these  money  hab i ts  to  hand le  your  persona l  f inances  more  e ffect ive ly .
Money  management  invo lves  be ing  organ ized ,  mainta in ing  a  budget ,  set t ing
f inanc ia l  goa ls ,  and  deve lop ing  a  p lan  for  spend ing  or  sav ing .

1 )  Do  once-a-week  budget ing  and  persona l  money  management .
At  least  once  a  week ,  check  your  check ing  account .  See  what  checks  were
cashed ,  what  payments  were  wi thdrawn ,  what  your  ba lance  i s ,  and  what  i s  s t i l l
outstand ing .  Update  your  persona l  month ly  budget  form to  s tay  current  and
informed .  You  can  add  a  note  to  your  ca lendar  or  p lanner  to  remind  yourse l f  to
rev iew your  on l ine  bank ing  for  income and  expenses  week ly  (e .g . ,  on  the
weekend) .  Be  in  complete  contro l  o f  your  money .
The  most  e ffect ive  way  to  budget  i s  by  wr i t ing  your  p lan  d ig i ta l l y  or  on  paper .
You  can  use  a  s imple  notebook  to  record  incoming ,  outgo ing ,  and  sav ings
amounts .  Another  more  e ff ic ient  way  i s  to  use  Microsof t  Exce l  or  Goog le
Sheets .  You  can  make  separate  co lumns  for  income,  spend ing ,  and  sav ing .  

2 )  Be  organ ized  wi th  your  f inanc ia l  paperwork  and  b i l l s .
Have  a  des ignated  home locat ion  for  a l l  b i l l ing  not ices  and  other  essent ia l
documents .  Mainta in  a  s ing le  in-basket  for  a l l  incoming  mai l .  Rev iew the  mai l
every  2  to  3  days  to  ensure  b i l l s  are  pa id  prompt ly .  I t ' s  best  to  p lace  b i l l s  in  a
fo lder  to  pay  them at  the  beg inn ing  o f  the  month  (as  ment ioned  prev ious ly ) ,  o r
pay  upon  rece ipt .  Make  sure  you  wr i te  down on  your  month ly  budget  form that
you  pa id  the  ba lances  due .
In-baskets  can  be  found  on  Amazon .  

-CONTINUED ON NEXT  PAGE
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Better Money Habits to Stay On Top
of Your Money

https://efficiencyandorganization.com/f/how-to-manage-bills-to-pay-on-time
https://amzn.to/3tG4Av4


For  b i l l s  that  are  due  quarter ly  or  annua l ly ,  wr i te  the  due  dates  in  your  ca lendar
or  p lanner .  Get  a  p lanner  and  a  ca lendar  to  s tay  organ ized  wi th  your
commitments ,  inc lud ing  appo intments ,  due  dates ,  and  events .  I f  you  know you
have  b i l l s  that  come due  at  the  same t ime each  year ,  wr i te  reminders .  For
example ,  home insurance  premiums are  due  annua l ly ,  as  are  property  taxes .  Car
reg is t rat ions  come about  the  same t ime each  year .  Dog  l i cense  renewal  fees  take
p lace  at  the  same t ime each  year .  Even  denta l  c lean ings  are  recommended twice  a
year ,  and  you  l ike ly  have  copayments  for  those .  Record  these  dates  to  ensure  you
don ' t  forget  them.  The  paperwork  may  get  los t  in  the  mai l ,  but  you  do  not  need  to
worry  i f  you  have  reminders  set  up  a l ready .

3 )  Look  for  barga ins  and  d iscounts .
Sav ing  money  on  food ,  househo ld  goods ,  and  gaso l ine  can  save  hundreds  and  even
thousands  o f  do l lars  each  year .  The  research  can  be  done  on  Goog le ,  Yahoo ,
P interest ,  o r  any  other  search  eng ine .  F ind  ways  to  cut  costs  and  save  money .
Some examples  o f  ways  to  save  inc lude :

Shopping around for  lower-priced insurance
Cutt ing food costs  (eat ing out  less)
Downsiz ing
Consol idat ing debt
Cancel ing subscript ions
Spending less money on gifts
Buying used items
Making your own bott led water

4)  Be  on  top  o f  your  cred i t  score .
Do  some research  on  cred i t  scores .  The  h igher  i t  i s ,  the  more  spend ing  power  you
have .  F ind  out  your  score  f rom a  loca l  bank  or  cred i t  un ion ,  then  research  ways  to
get  the  score  h igher .  H igher  scores  wi l l  resu l t  in  lower  in terest  rates  and  greater
sav ings .
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BETTER MONEY HABITS TO STAY ON
TOP OF YOUR MONEY (CONT’D)

CLICK HERE TO READ THE ENTIRE ARICLE.
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Latest Videos
Click on each image to be directed.

MOTIVATION
CORNER

https://youtu.be/1jRhV2UC02I?si=Vg24jD8H1H4oITc-
https://youtu.be/dlfL7XTIzto?si=i4ygQcjFJ09ebwgt
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365 Words of the Day for Daily Focus
and Inspiration

We all know the power of a single day, but imagine the cumulative power of 365 days—each starting with
a deliberate thought. It’s easy to feel adrift in the daily current, losing sight of our goals and sources of
inspiration. That's why I’m thrilled to introduce our year-long journey: 365 Words of the Day for Focus and
Inspiration. 

This isn’t just a vocabulary list; it's a daily micro-meditation designed to ground your thoughts, shift your
perspective, and sharpen your intent. Words have power.

Over the next year, explore a new, carefully chosen word every day—a small linguistic seed intended to
blossom into greater clarity, deeper meaning, and powerful momentum. Get ready to transform your year,
one powerful word at a time. 

Use these 365 words - one for each day of the year - to reflect on their meaning and value in your life.
Think about what the word means and how it applies in your life. There are 2 ways you can go about this:
a) Choose a word a day and think about its meaning and how it applies to you. Cross it off.
b) Start from the very first one and work your way down. The list is in no particular order.

1) Aspiration
2) Bright
3) Belief
4) Lively
5) Accomplishment
6) Balance
7) Grounded
8) Action
9) Achievement
10) Generosity
11) Ardent
12) Acceptance
13) Memorable
14) Anchor
15) Earnest
16) Begin

-CLICK HERE TO GET ALL 365 WORDS AND READ THE ARTICLE.
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https://www.psychologytoday.com/us/blog/meditation-for-modern-life/202301/the-power-of-our-words
https://ruzannahernandez.com/f/365-words-of-the-day-for-daily-focus-and-inspiration


One of the most effective ways to achieve your wishes and desires is to set SMART goals. The acronyms
are Specific, Measurable, Attainable, Realistic, and Timely. This article shares 125 SMART goals to choose
from. Choose no more than 3 of these to work on during the new year. After your choices are made, set
very specific action plans that describe what you are going to do daily, weekly, biweekly, and monthly to
achieve the goal by December 31st. 

125 SMART Goals Examples for the New Year

Choose up to 3 of these goals to work on between January 1st and December 31st. Write down each of the
goals on a sheet of paper or using a template available by Efficiency and Organization that can be
downloaded by clicking HERE. 

Goals for Family Life

Remember to choose only 3 goals for the entire year to keep yourself motivated, focused, and on track to
succeed. 

1) We will spend 2 hours every weekend playing board games as a family.
2) We will sit down to eat as a family at least 4 days per week.
3) We at least 2 weekend getaways as a family twice this year.
4) We will have a family movie night once a week.
5) We will spend 30 minutes each weekday reading together.
6) I will volunteer at my child's school once a month.
7) I will take my child to the park once a week to play games with him. 

Goals for Health and Wellness

Use a template for your health and wellness goals. Click HERE to download the one from Efficiency and
Organization. Remember to print and post the goal somewhere prominent for a frequent referral.

1) I will eat red meat only once every 2 weeks (substituting with chicken or fish instead).
2) I will cut my carb intake by 50% each day.
3) I will power-walk for 10 miles per week.
4) I will join and go to the gym 4 times per week.
5) I will use the stairs instead of elevators and escalators for the entire year.
6) I will set a timer on my phone to get up and move around once every hour.
7) I will prepare my own lunches and snacks at least 4 out of 5 days per week to eat healthier and save
money.

Goals for the New Year | 125
SMART Goals Examples
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-CLICK HERE TO GET ALL 125 GOALS.

https://efficiencyandorganization.com/products/ols/products/goals-template-for-short-term-and-long-term-smart-goals
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25 SMART Goal Examples to
Live a Healthier Lifestyle

Here are some helpful SMART goal ideas to live a healthier lifestyle. Select 3 to 5 to focus on which
resonate with you the most. Write them down. Post what you write somewhere highly visible to refer to
daily or weekly as reminders to monitor your progress and hold yourself accountable for following
through with them.

The SMART goals are written as "I will" statements to help you take ownership of what you will do. You
will hold yourself accountable for taking action.

1) I will do 20 miles of fast walking or running on my treadmill each week.

2) I will go to the gym for 1 hour daily, 6 days a week.

3) I will go on a short hike just once every month or every 2 months. 

4) I will avoid all drug and cigarette use, and limit my alcohol consumption for the next 6 months.

5) I will do 30 minutes of ab exercises at least 3 times a week.

6) I will keep only healthy snacks, such as nuts and dried fruit, at my desk at work, and take healthy
meals to eat for lunch.

7) I will get a smaller portion of each item when eating. For example, instead of 5 meatballs, I will grab
only 3. After eating the 3, I will get just 1 more if I am still hungry. This will help with portion controls.  

8) I will eliminate my diet of flavored juices, sodas, etc.. If I currently drink 4 cans of soda daily, I will cut
to 3 cans for 3 weeks, then 2 cans for 2 weeks, and so on. Cutting unhealthy foods slowly is easier
because I will get my body used to the new way of doing things.  

9) I will practice relaxation techniques 5 times a day, especially when I feel myself getting stressed or
anxious.
Relaxation techniques include deep breathing, guided imagery, and progressive muscle relaxation. Do
some research to learn which relaxation techniques would work best for you.

10) I will aim to get at least 8 hours of sleep for the next 3 months to assess its impact on my overall
mental health.

11) I will do counseling or therapy at least once a week for the next 3 months.
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15 Ideas for Celebrating
Valentine's Day with People

Around You
1. Make or buy small cupcakes, write names on them, and cute Valentine messages to distribute to make
their day!   Making these cupcakes will be reasonably inexpensive if made at home. You would need to get
the ingredients for the cake, the frosting, the candy on top, and the wrappers. You can purchase cupcake
wrappers and toppers from bakeries.  You can get the liners and toppers from AMAZON by clicking HERE.

 2. Give everyone around you a helium balloon with a Valentine's message or even one flower!  

You can purchase the balloons that have no messages but are red, pink, or white (colors of Valentine's
Day). The helium tank can be purchased from Walmart, Amazon by clicking HERE, or Target. The tank can
usually produce about 25 to 35 balloons, depending on the size of each.

3. Buy small teddy bears from the local dollar store and attach a balloon or a Valentine message. 

4. Buy or plant a small succulent in a pot to give as a gift to coworkers and friends. 

5. If you know how to do creative things, like knitting or using the Cricut machine, make something
personalized for the people in your life! 

6. Buy a $5 gift card for coffee and tie it up with a cookie. Put a message on it to say that their next cup
of coffee is on you! 

7. Take a chocolate fondant or nacho cheese & chips to your coworkers or students to enjoy! 
Taking gifts that everyone can enjoy at work, in the classroom, or anywhere with a larger group would
help gather everyone together. Here are some ideas for things you can take:

pot of coffee and a tray of cookies
box of chocolates
chips and salsa or nacho cheese
chocolate fondant
variety of popcorn in bowls
basket of fruits
cake

8.  For a healthy option, give a small basket or container of oranges and apples with a cute Valentine
message.  Click HERE to go to Amazon.com directly to purchase these bags. 
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Here are 30 SMART goals for time management. Choose up to 3 to work on simultaneously to avoid
feeling overwhelmed. Monitor your progress every week to stay on course. Within about 2 months, the
strategies will become systems and routines in your everyday life.

1) I will do a time audit for 7 days to see what activities take the most time I need to curtail. 
Click HERE to read an article on doing a simple time audit for 7 days. Use an easy system for calculating
the amount of time that goes to various activities and tasks throughout your day and your week to make
the necessary adjustments.

How to Create and Use a Time Audit Worksheet to Manage Time

2) I will ensure that 50% or more of how I spend my time each day are directly linked to accomplishing
my short-term and long-term goals.

3) Before I go to bed each night, I will write down 3 to 5 things I need to accomplish the following day
and focus on those priorities first and foremost.

4) I will wake up an hour early each day so you can have one hour of quietude for tasks and activities I
need to get done.

5) I will find 3 activities I could cut out doing each day that take up unnecessary minutes each week.
These activities may include scrolling on social media, reading endless comments on Facebook, playing
games on your telephone, time spent on doing hair or makeup, amount of time spent daydreaming, etc.

6) I will organize and declutter my spaces to prevent wasting time looking for items that can more easily
be retrieved.

7) I will hang my clothes as outfits in the closet to make choosing clothes faster each morning.

8) I will cut the amount of time I spend socializing or playing games on my phone instead of knocking out
tasks and chores that need my attention.

9) I will write all my to-do tasks on paper or digitally to prioritize effectively and work on the most
important ones first!
Watch this video to get help on developing an easy and organized system for prioritizing daily tasks:
How to Prioritize a To Do List | Step-by- Step Strategies

-CLICK HERE TO READ THE ENTIRE ARTICLE.

30 Time Management SMART
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