
1) Set only 1 to 3 goals.
You will get too overwhelmed by setting too many goals. 

2) Write the goals down on paper.
You will have a higher chance of achieving your goals if you write them somewhere you
can refer to them quickly and frequently.

3) Make your goals specific and actually achievable.
Instead of a generic goal like, "I want to be more spiritually connected this year," try to
write a goal like, "I will pray/meditate at least 3 times per week this year," or "I will attend
church/synagogue/mosque at least twice each month." 

4) Visualize success, or how you would look and feel once the goals are
achieved.
The vision of achieving and succeeding will help you stay motivated to work on your goal
without giving up. 

5) Become organized with how you will monitor your success.
To hold yourself accountable for achieving your goals, get an electronic or paper
planner/calendar. Write down each week when you are going to monitor your progress.
Each time you monitor to check your progress, cross it off the list. 

6) Celebrate your successes along the way.
As you monitor your goals and find that you are sticking with them, celebrate your
success. 
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CHOOSE 1 TO 3 GOALS FOR THE NEW YEAR.
WRITE THEM DOWN.

MONITOR YOUR PROGRESS ONCE A WEEK.

20 Specific and Achievable
SMART Goals to Set for the

New Year
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COMING SOON!
 
 
 
 
 

NEW YEAR'S DAY
JANUARY 1

 
 

ORTHODOX
CHRISTMAS
JANUARY 7

 
 

MARTIN LUTHER
KING JR DAY
JANUARY 16

 
 
 
 
 

LINCOLN'S
BIRTHDAY

FEBRUARY 21
 
 

VALENTINE'S DAY
FEBRUARY 14

 
 

PRESIDENTS' DAY
FEBRUARY 20

 
 

MARDI GRAS
FEBRUARY 21

 
 
 
 

1)  I will read 12 books this coming year. 
2)  I will lose 30 pounds between January and March of the new
year. 
3)  I will run or walk 15 miles weekly each of the new year. 
4)  I will volunteer 4 times for various causes this coming year.

5)  I will take vacations to visit 2 places I have not visited
before. 
6)  I will save $1,000 for emergencies within the next 12
months. 
7)  I will clean and organize my car at least once each month. 
8)  I will pray/meditate at least twice each week. 
9)  I will reconnect with 4 friends and colleagues each month. 
10) I will do one outdoor activity with my family each week. 
11) I will take 2 college classes next year. 
12) I will not drink any sodas for the entire year. 
13) I will keep my email inbox clear and decluttered. 
14) I will clean and declutter my workspace once a week. 
15) I will do at least one self-care activity per week. 
16) I will limit side conversations at work to stay focused on
tasks and leave on time each day. 
17) I will turn my passion into a side business within 6 months
this year. 
18) I will use a shopping list every week before going grocery
shopping. 
19) I will use social media for a total of 30 minutes each day. 
20) I will write 3 thank you cards per month for 12 months. 

ADJUST THE GOAL(S) YOU CHOOSE TO SUIT YOUR NEEDS.



Please click here to download pdf
version of this document.

 1 )  Wri te  every task or  act iv i ty  that  needs to get
done on a task sheet .  Circ le  or  highl ight  the ones
that  MUST get  done immediate ly .

2 )  Pr ior i t ize the tasks and act iv i t ies  that  are
essent ia l .  Pay c lose at tent ion to those that  help
you achieve short - term and long-term goals .

3 )  Once you have your dai ly  pr ior i t ies ,  f igure out
the order  in which you can accompl ish each task
or act iv i ty .  Sequence your tasks!

4 )  Treat  task complet ion as a  game you try  to win
each day .

5 )  Quest ion how you spend every minute of  your
day and make adjustments as  needed.  Do a
weeklong t ime study!

6 )  Wake up an hour ear ly  each day so you can have
one hour of  the quietude of  p lanning and
organiz ing your day .  

7 )  Go to bed each night  when everything is  put
away neat ly  and your spaces are organized and
ready for  a  new day.

8 )  Use a p lanner and a ca lendar  to schedule things
that  need to be done in the future .  Get  going on
them as soon as possib le to avoid procrast inat ion.
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HOW TO PRIORITIZE TASKS ,
BECOME ORGANIZED & GET

MORE THINGS DONE BY
USING POST- IT  NOTES

EFFECTIVELY

8 Ways to Organize Your Time
Better to Become More

Efficient!

DOWNLOAD THIS FORM.

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://youtu.be/vBkh5I3Mkx8
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://youtu.be/ROvOih30kHo


Kickstart the New Year
by Doing These
Organizing Tasks

Kitchen
Bathrooms
Closets
Garage
Off ice room

Shelves
Labeled cabinets
Areas for  canned foods
Storage containers
Spice racks
Trays

1 )  Clean and t idy up your l iv ing spaces .

Focus on areas that  inc lude:

A c lean and organized home gives you a feel ing of  a
renewed and f resh new star t .  

2 )  Declut ter  your work area .

Whatever  your last  workday of  the year  is ,  spend
some t ime organiz ing and declut ter ing before coming
back for  the new year .  

3 )  Declut ter  and delete emai ls  f rom your
inboxes .

Star t  the new year  wi th a  declut tered emai l  inbox.
Delete and unsubscr ibe f rom emai ls  you do not  need.
Create fo lders  ONLY for  i tems you do need to keep.  

4 )  Organize your refr igerator  and pantry .

Kitchen organiz ing tools  inc lude:

5 )   Get  a  new planner and star t  f i l l ing i t
wi th important  dates ,  events ,  and act iv i t ies .

CLICK HERE TO READ THE ENTIRE ARTICLE.
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https://efficiencyandorganization.com/products/ols/products/goal-planner-for-every-aspect-of-life-personal-financial-spiritual-physical-family-organizational-self-developmentprofessional
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://www.clutterkeeper.com/cluttered-home-places-find-clutter/?utm_medium=social&utm_source=pinterest&utm_campaign=tailwind_smartloop&utm_content=smartloop&utm_term=61284772&epik=dj0yJnU9RFMwSVc2OFc4NHFscGN3Y1ZTVkd1XzhBUW5MQVk5TUwmcD0wJm49YmhiTGZycFZlZkcyYnhzRzVJYkNjdyZ0PUFBQUFBR04tMFRv
https://www.clutterkeeper.com/cluttered-home-places-find-clutter/?utm_medium=social&utm_source=pinterest&utm_campaign=tailwind_smartloop&utm_content=smartloop&utm_term=61284772&epik=dj0yJnU9RFMwSVc2OFc4NHFscGN3Y1ZTVkd1XzhBUW5MQVk5TUwmcD0wJm49YmhiTGZycFZlZkcyYnhzRzVJYkNjdyZ0PUFBQUFBR04tMFRv
https://www.clutterkeeper.com/cluttered-home-places-find-clutter/?utm_medium=social&utm_source=pinterest&utm_campaign=tailwind_smartloop&utm_content=smartloop&utm_term=61284772&epik=dj0yJnU9RFMwSVc2OFc4NHFscGN3Y1ZTVkd1XzhBUW5MQVk5TUwmcD0wJm49YmhiTGZycFZlZkcyYnhzRzVJYkNjdyZ0PUFBQUFBR04tMFRv
https://blog.ronnieisenberg.com/2020/07/13/how-to-organize-your-home-the-easy-way/#.Y37S9HbMJD9
https://blog.ronnieisenberg.com/2020/07/13/how-to-organize-your-home-the-easy-way/#.Y37S9HbMJD9
https://vishakablone.com/things-you-should-do-before-new-year/
https://vishakablone.com/things-you-should-do-before-new-year/
https://efficiencyandorganization.com/books-and-publications/f/end-of-year-organizing-decluttering-to-kickstart-new-year


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

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


Motivational Quotes to Help Us
All Get 2023 Started in the

Right Direction!


