
1) CREATE A PRIORITIZED CHECKLIST. 

 Choose 3 to 5 things that you need to get done each day and put all
focus on finishing those first. In other words, train your brain to
focus on those and not wander in other directions. 

2) TURN OFF NOTIFICATIONS. 

Turn off email and telephone notifications that keep drawing your
attention to them each time they ring or make a sound. Every time a
ring is heard indicating a social media notification, email notification,
or that someone is calling, we get distracted. It's best to turn off
notifications. 

-continued on the next page
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3) USE A PLANNER FOR TIME-BLOCKING. 

Go to an area where it's quiet to close the door
and avoid visitors for 30-minute to one-hour
increments. 

4) WAKE UP 30 MINUTES TO 1 HOUR EARLY. 

The quiet time when all else is turned off and
everyone is away will help you accomplish a lot
in the 30 minutes to 1 hour you wake up early.

5) LISTEN TO MUSIC THAT HELPS YOU FOCUS
AND CONCENTRATE. 

 Listen to sounds or music that helps you
concentrate on one task at a time, avoiding all
other noise and distractions. If the music is
distracting, turn it off.

6) WRITE DOWN IDEAS THAT POP UP.

Sometimes, we get ideas that pop up in our
heads, making us shift gears and focus on
something completely different. Creativity with
ideas and spontaneity are terrific qualities to
possess! However, they can be distracting.

Click HERE to go to the article to get a total of 10
tips and ideas.
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Please click here to download pdf
version of this document.

1 )  MAKE A L IST OF THINGS YOU WANT TO
ACCOMPLISH IN THE UPCOMING WEEK
OVER THE WEEKEND.

You want  to have a p lan of  at tack for  the
ent i re week.  Decide your top pr ior i ty
tasks and act iv i t ies  for  the week and
wri te  them down on paper .  

2 )  EACH NIGHT ,  CHOOSE UP TO 3 MAIN
TOP-PRIORITY THINGS YOU WANT TO GET
DONE THE FOLLOWING DAY.

Since you have wri t ten down the things
you want  to get  done this  week ,  you are
ready to choose tasks for  each day .  The
night  before you go to bed ,  th ink about
what  3  main act iv i t ies  you want  or  need
to achieve tomorrow.  

You can download this  sheet  below i f  i t
helps .

Cl ick HERE to read the remaining ar t ic le
with a  tota l  of  3  t ips  and ideas .
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HOW TO PRIORITIZE TASKS ,
BECOME ORGANIZED & GET

MORE THINGS DONE BY
USING POST- IT  NOTES

EFFECTIVELY

Planning the Day Effectively
to Be Productive and Get

More, Done!



WHAT TO DECLUTTER AND
HOW TO DECLUTTER EACH

WEEK FOR MAXIMUM
ORGANIZATION AND

PRODUCTIVITY

https://efficiencyandorganization.com/small-business-owners
https://youtu.be/Xs7U5oIHP6A
https://efficiencyandorganization.com/products/ols/products/task-or-activity-log-to-stay-on-top-of-everything-you-need-to-remember-to-get-done
https://efficiencyandorganization.com/books-%26-publications/f/planning-the-day-effectively-to-be-productive-and-get-more-done
https://youtu.be/pudTYTtcsac
https://youtu.be/pudTYTtcsac
https://youtu.be/Xs7U5oIHP6A
https://youtu.be/ROvOih30kHo


Tips and Ideas for Emailing
and Managing the Inbox
for Teachers (that also
apply to everyone else!)
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CLICK ON EACH IMAGE

TO BE DIRECTED TO
THE SITE .

https://efficiencyandorganization.com/products/ols/products/birthday-tracker-on-ms-excel-for-friends-family-clients-and-students
https://efficiencyandorganization.com/products/ols/products/shopping-lists-for-planned-and-organized-trips-to-stores
https://efficiencyandorganization.com/products/ols/products/parent-expectations-for-childrens-behavior


Click here to 
get your copy!

Click here to 
get your copy!

Efficiency and Organization
in Various Aspects of Life

Efficiency and Organization
in Personal Finances

10 Ideas and Tips for Planning and
Preparing for a Recession

1 )  DO NOT MAKE LARGE PURCHASES JUST YET;  SAVE AS MUCH AS
POSSIBLE.

You might  exper ience a loss of  hours at  work ,  a  job cut ,  fami ly
members asking to move back in wi th you ,  having to support
others ,  and more .  T imes are going to be volat i le  when the
economy is  going through a recession.  The more you save ,  the
better  your f inancia l  s i tuat ion wi l l  be .

2 )  GET IN THE RIGHT MINDSET TO "RIDE OUT THE STORM."

The more you worry about  the recession the more stressed and
anxious you wi l l  become.  To prepare for  tough f inancia l  t imes
ahead for  yoursel f  or  the people around you ,  understand that  the
economy f luctuates .  

CLICK HERE TO GET COMMON-SENSE TIPS AND IDEAS TO PREPARE
FOR THE RECESSION.

https://www.amazon.com/Efficiency-Organization-Achieve-More-Life/dp/1955368058/ref=rvi_1/147-4590093-6215837?pd_rd_w=ZLqbj&pf_rd_p=f5690a4d-f2bb-45d9-9d1b-736fee412437&pf_rd_r=DMY05A1RS6WYF0YGRSRH&pd_rd_r=7522bc76-94bb-41f5-9e2d-07ba6ccb92d5&pd_rd_wg=BmtyA&pd_rd_i=1955368058&psc=1
https://efficiencyandorganization.com/products/ols/products/efficiency-and-organization-workbook
https://efficiencyandorganization.com/products/ols/products/efficiency-and-organization-workbook
https://efficiencyandorganization.com/products/ols/products/efficiency-and-organization-workbook
https://efficiencyandorganization.com/products/ols/products/organization-and-efficiency-in-personal-finances-pre-order-new-book
https://efficiencyandorganization.com/products/ols/products/organization-and-efficiency-in-personal-finances-pre-order-new-book
https://efficiencyandorganization.com/products/ols/products/organization-and-efficiency-in-personal-finances-pre-order-new-book
https://efficiencyandorganization.com/books-%26-publications/f/10-ideas-and-tips-for-planning-and-preparing-for-a-recession


Motivational Quotes to Stay
Productive, Organized, and

Efficient to Succeed in Getting
More Done!


