
60 SMART Goals for More Effective
Workflow and Productivity
Read all 60 SMART goal ideas. Select up to 3 to put into
daily practice immediately. Do not select more than 3 to
avoid feeling overwhelmed. Write the 3 you choose on a
piece of paper and post them somewhere highly visible to
keep at the center of your attention. Reflect each night on
your progress to celebrate your successes and make
adjustments the next day if needed. 

1. In the next 30 days, I will conduct a time audit to monitor
my daily activities and make improvements.
2. I will wake up 30 minutes to 1 hour early each morning to
finish a few things I would not have time for otherwise.
3. I will use an electronic or paper planner and calendar to
start planning events, projects, and activities for the next 90
days in advance.
4. I will do 30-minute uninterrupted and undistracted time
blocks for the next 30 days to work on major projects.
5. I will use a timer throughout the day and focus on high-
priority tasks.
6. I will remove at least five of the time guzzlers from my
daily schedule.
7. For the next 90 days, I will keep my email inbox clear and
decluttered.

CLICK HERE TO READ ALL 60 SMART GOALS.
C
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Read all of the practical tips and ways to celebrate. Choose
1 to 3 ideas to try this year. Do not select more to avoid
feeling overwhelmed. Stay organized with your processes,
and use a planner to jot down your next steps and
strategies. Take pictures and spread the job on social
media. The Lunar New Year is one of the first holidays in
the new year. Kick it off with spirit and festivities! 

1) Search for local parades or festivals to attend.

2) Clean the house! 
Beginning on the 24th day of the 12th lunar month, Chinese
people carry out a thorough 'winter cleaning' of their
houses. This is called "sweeping away the dust" and
represents a wish to put away old things, bid farewell to
the old year, and welcome in the Lunar New Year. Use this
tradition to do some of your own cleaning and decluttering!

3) Put up decorations.

4) Prepare and give "lucky envelopes" to kids, family, and
friends.

5) Set off fireworks in your backyard.

6) Visit the cemetery to remember the dead.
The Lunar New Year celebration lasts up to 15 days. One of
these days, families visit the tombs or gravesites of their
loved ones. Use this tradition to visit the cemetery and pay
your respects to your loved ones who have passed away.

7) Read or explore the Lunar New Year and other traditional
celebrations.

CLICK HERE TO READ THE ENTIRE ARTICLE.
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13 Ways to Celebrate the
Lunar New Year

COMING SOON!

NEW YEAR’S  DAY
JANUARY 1

MLK DAY
JANUARY 20

LUNAR NEW YEAR
JANUARY 29

BLACK HISTORY
MONTH

GROUNDHOG DAY
FEBRUARY 2

SUPERBOWL
FEBRUARY 9

VALENTINE 'S  DAY
FEBRUARY 14

PRESIDENTS '  DAY
FEBRUARY 19

https://www.chinahighlights.com/travelguide/festivals/chinese-new-year-celebration.htm
https://www.chinahighlights.com/travelguide/festivals/chinese-new-year-celebration.htm
https://www.chinahighlights.com/travelguide/festivals/chinese-new-year-celebration.htm
https://efficiencyandorganization.com/f/13-ways-to-celebrate-the-lunar-new-year
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I f  you  learn  to  p lan ,  o rgan ize ,  and  pr ior i t i ze  more ,  you ' l l
fo l low through  on  th ings .  Peop le  around  you  wi l l  t rust  you
and  cons ider  you  re l iab le .  As  a  bus iness  owner ,  you  wi l l
l i ke ly  a t t ract  more  c l ients .  You  wi l l  meet  dead l ines  and
genera l l y  be  acknowledged  as  a  respons ib le  person .  What
are  some t ips  and  s t rateg ies  to  p lan  bet ter ,  become more
organ ized ,  and  pr ior i t i ze  more  e f fect ive ly?  Here  are
he lpfu l  t ips  and  suggest ions !  

21 TIPS FOR SCATTERBRAINS

1 )  Wr i te  1  main  check l i s t  to  fo l low each  day ,  not  mul t ip le  ones .  

2 )  Pr ior i t i ze  the  i tems on  your  check l i s t .
 Wr i te  H ,  M ,  or  L  next  to  each  as  you  put  th ings  on  your  to-do  l i s t .  H  means  h igh
pr ior i ty ,  M means  medium,  and  L  means  low pr ior i ty .  Then ,  g ive  a l l  your  focus ,
a t tent ion ,  and  energy  to  the  h igh-pr ior i ty  tasks !  Once  you  wr i te  down your  tasks
and  pro jects ,  set  a  pr ior i ty  order .  You  cannot  do  everyth ing  at  once .  Some th ings
are  more  important  than  others .  Use  the  fo l lowing  to  come up  wi th  your
pr ior i t ies :

How undes i rab le  the  task  i s
Dead l ine  o f  the  task
The  impact  o f  the  task
How c lose ly  the  task  i s  re lated  to  ach iev ing  an  overarch ing  goa l
How qu ick ly  the  task  can  be  accompl ished  (someth ing  that  can  be  done  in  a
few seconds )

3 )  Do  not  leave  an  area  or  a  workstat ion  unt i l  the  main  tasks  have  been
completed .  

4 )  Use  a  t imer .
5 )  Deve lop  systems and  rout ines .

6 )  You  can  mul t i task  e f fect ive ly .

CL ICK HERE TO SEE  ALL  21  T IPS .

https://efficiencyandorganization.com/f/21-tips-for-scatterbrains


E1 )  Te l l  yourse l f  that  you  are  go ing  to  have  a  great  day .

2 )  Remind  yourse l f  o f  3  th ings  you  are  gratefu l  for  today .

3 )  Th ink  o f  1  to  3  th ings  you  wi l l  do  today  to  he lp  you  reach  your  goa ls .

4 )  V isua l i ze  how you  wi l l  l ook  and  fee l  once  you  ach ieve  your  goa ls .

5 )  P lan  the  day  and  get  organ ized .

6 )  Have  3  pr ior i ty  tasks  to  focus  on  dur ing  the  day .

7 )  Read  1  to  3  mot ivat iona l  quotes .

8 )  "Coach"  yourse l f  up !

Th ink  o f  what  coaches  do  wi th  sports  teams .  They  ta lk  up  the  p layers .  They
mot ivate  and  insp i re  them.  They  get  them to  be l ieve  in  themselves  even  when
the i r  se l f -esteem is  low ,  and  se l f -doubts  are  h igh .  Th is  i s  what  you  need  to  do
with  yourse l f  each  morn ing .  Coach  yourse l f  up  to  boost  your  mood and  se l f -
conf idence .  Coach  yourse l f  and  your  thoughts  to  have  that  "You  can  do  i t "
a t t i tude  to  push  through  the  day  successfu l l y .

CL ICK HERE OT  READ THE ENTIRE  ARTICLE  WITH ALL  15  T IPS  AND STRATEGIES .

How to Begin Each Day with the
Right Mindset
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HERE ARE  15  WAYS TO BEGIN EACH DAY WITH THE RIGHT MINDSET .  START BY
INCORPORATING 1  OR 2  OF  THESE  FOR AT  LEAST  60 DAYS TO TURN THEM INTO DAILY

HABITS  AND ROUTINES .  PRINT  AND POST THE ONES YOU CHOOSE AND POST SOMEWHERE
HIGHLY VIS IBLE  TO REFER TO EACH MORNING.

https://efficiencyandorganization.com/f/how-to-begin-each-day-with-the-right-mindset


Latest Videos
Click on each image to be directed.

MOTIVATION
CORNER

https://youtu.be/bDQmTvOfbQc?si=H7TZbmfg58JWIlkp
https://youtu.be/_tLi3nLLfhQ?si=EUFi4YwlGT_l-il7
https://youtu.be/mer_r3lolyA?si=sFyfF7E0ESspTbbE
https://youtu.be/tJ6EXCutfkQ?si=eEysVkAwLthFgjbF


Helpful Downloadable
Documents & Templates

Click on each image to be directed to the webpage.

How I Plan to
Reach My Reading

Goals This Year
7  Strateg ies  for  Reach ing  My
Reading  Goa ls  Th is  Year
Here  are  my s t rateg ies  for  reach ing
my read ing  tota l  th is  year .
Implement  any  o f  them that  would
benef i t  you  in  your  l i fe .  

1 )  I  set  a  SMART goa l  o f  read ing  at
least  8  books  in  12  months .

2 )  I  buy  the  books  I  am go ing  to
read  in  advance .

3 )  I  get  books  for  a  var ie ty  o f
reasons .  Some to  read  for  p leasure
and  others  for  growth  and
deve lopment .

4 )  I  s tay  d isc ip l ined  wi th  my goa ls
( inc lud ing  read ing  goa ls )  and  ho ld
myse l f  accountab le  for  reach ing
them.

5)  I  bu i ld  in  t ime when i t ' s  most
conven ient  for  my schedu le .

CL ICK HERE TO SEE  ALL  7
STRATEGIES .

https://efficiencyandorganization.com/products/ols/products/time-management-toolkit-every-10-minutes
https://efficiencyandorganization.com/products/ols/products/health-goal-templateform
https://efficiencyandorganization.com/products/ols/products/the-organized-classroom-book
https://ruzannahernandez.com/f/how-i-plan-to-reach-my-reading-goals-this-year
https://ruzannahernandez.com/f/how-i-plan-to-reach-my-reading-goals-this-year


ERGONOMIC FURNITURE AND EQUIPMENT AVAILABLE
ON AMAZON.COM - TO WORK IN COMFORT AND

INCREASE PRODUCTIVITY IN 2025!

CLICK ON EACH IMAGE TO BE DIRECTED TO THE SPECIFIC PRODUCT ON AMAZON.

As Amaazon associates, we earn on qualified purchases.

https://amzn.to/41Yzm14
https://amzn.to/4hgb9bd
https://amzn.to/3Pgxycr
https://amzn.to/3BSOgvm
https://amzn.to/49YQ8z6
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CLICK ON EACH OF  THESE  INFOGRAPHICS TO BE  DIRECTED TO THE
WEB PAGES TO READ MORE ON EACH TOPIC FOR SELF-GROWTH,

SELF- IMPROVEMENT ,  AND SELF-DEVELOPMENT .

Click on each graphic to get more details.

https://efficiencyandorganization.com/f/how-to-develop-a-strong-work-ethic
https://efficiencyandorganization.com/f/23-checklists-for-work-to-stay-organized-and-productive
https://ruzannahernandez.com/f/how-i-plan-to-reach-my-reading-goals-this-year
https://efficiencyandorganization.com/f/what-to-calendar-for-12-months-to-stay-organized-and-efficient

