
How to Get More Done in
a Day Than Most People
Do In a Week
Here are the steps and strategies to accomplish more daily,
realize your long-term goals, and live fully and abundantly. 

1) Decide what you want to accomplish in the next year, 5, and
10 years without fear and reservation.

The first step in achieving efficiency and time management is
knowing your WHY. In other words, what goals and aspirations
do you have to achieve in the next year? What do you want to
achieve in the next 5 years or 10 years? Here are some
examples to choose from. You can choose to write as SMART
goals that are achievable, specific, and time-bound.   

2) Write down your long-term goals and post them somewhere
visible to refer to often.

3) For each goal, write down specific and time-bound action
plans you must take.

4) Ensure that most of your weekly time is spent on your action
plans. 

This is a critical step. Having goals and aspirations is great. In
order to achieve and realize them, you must have specific,
timely action plans.

   -continued on page 2
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Stay as focused as possible on what matters - your goals
and aspirations. 
Avoid and limit distractions.
Be mindful of your thoughts and actions.
Develop strong, healthy habits.
Keep up your self-motivation.
Practice self-discipline.
Hold yourself accountable for your actions and inactions.
Improve your follow-through skills.
Keep learning and developing organizing and time
management skills.
Celebrate your successes, big and small, and adjust/improve
when you don't succeed.

5) Monitor your progress and success, making adjustments and
tweaks as necessary.

Each week, two weeks, or month, monitor your progress. Are you
on track? If not, what do you need to do to improve? What
adjustments do you need to make? Keep monitoring your
progress with your goals and action plans. 

Click HERE to read the full article with examples.
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Take  up  to  3  o f  these  ideas  to  implement  in  your  da i l y ,
week ly ,  o r  month ly  l i festy le  to  spend  more  t ime wi th  your
k ids  as  a  busy  mom.

1 )  Read ing  together  for  15  minutes  per  day

2)  Do ing  home exerc ises  together  for  15  to  30 minutes
each  day

3)  Hav ing  a  s i t -down meal  a t  a  n icer- than-usua l
restaurant  once  a  month

4)  Making  breakfast ,  lunch ,  or  d inner  together  (based  on
the i r  ab i l i ty )

5 )  Go ing  for  ice  cream,  f rozen  yogurt ,  o r  boba  dr inks
once  a  week  

6)  Grocery  shopp ing  once  a  week

Many  grocery  s tores  have  baby  car ts  they  g ive  to  younger
ch i ldren  so  they  can  fee l  l ike  they  are  grown-ups  go ing
up  and  down the  a is les .  Some have  car ts  des igned  l ike
f i ret rucks  and  tax i  cabs ,  wh ich  make  i t  fun .  I f  your  loca l
grocery  s tores  do  not  have  these  opt ions ,  cons ider  buy ing
a  toy  car t  your  younger  k ids  can  take .  

C l ick  on  the  image  be low to  be  d i rected  to  Amazon  for
th is  car t .

C l ick  HERE to  read  the  remain ing  ar t ic le  wi th  a l l  25
ideas .
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Th is  summer ,  set  some SMART goa ls  to  make  the  most
of  the  season .  The  goa ls  shou ld  vary ;  some shou ld  be
fun ,  some shou ld  be  product ive ,  and  others  shou ld  be
re lax ing .  Get  ideas ,  examples ,  and  insp i rat ion  f rom
th is  ar t ic le  for  your  best  summer  yet !

1 .  I  w i l l  v i s i t  two  loca l  water  parks  before  the  end  o f
summer .

2 .  I  w i l l  read  3  books  for  en joyment  and  1  for  se l f -
improvement  wi th in  3  months .

3 .  I  w i l l  have  a  mov ie  n ight  in  my backyard  to  en joy
wi th  f r iends  or  fami ly .

4 .  I  w i l l  d r i ve  to  the  loca l  beach  or  lake  and  s tay  long
enough to  watch  the  sunset .

5 .  I  w i l l  empty  out  and  organ ize  my garage  ent i re ly
wi th in  2  weeks  in  the  month  o f  June .

6 .  I  w i l l  watch  an  ent i re  season  or  ser ies  o f  a  show.

7 .  Before  summer  ends ,  I  w i l l  v i s i t  a  par t  o f  the  s tate  I
have  not  v i s i ted  prev ious ly .

8 .  I  w i l l  v i s i t  a  re lat ive  or  o ld  fami ly  f r iend  whom I
have  not  seen  in  years  th is  summer .

 
C l ick  here  to  read  on  th is  top ic  and  get  awesome and

he lpfu l  in fograph ics .

25 SMART Goal Ideas for
the Summer - Start
Preparing!

EFFICIENCY AND ORGANIZATION PAGE 04

Click on each of these
downloadable documents

to be directed to the
Products page of

Efficiency and
Organization.

https://efficiencyandorganization.com/products/ols/products/room-remodeling-and-redesigning-checklist
https://efficiencyandorganization.com/products/ols/products/checklist-to-use-for-any-project-or-plan
https://efficiencyandorganization.com/f/28-smart-goals-for-the-summer
https://efficiencyandorganization.com/products/ols/products/office-organizing-checklist


There  are  pract ica l  ways  to  increase  mot ivat ion  each
day  to  s tay  on  course  and  pers is t  w i th  our  l i fe ' s  goa ls
and  ob ject ives .  Cons ider  some of  these  s t rateg ies  and
choose  on ly  1  to  three  to  work  on  at  once  to  l imi t
get t ing  overwhelmed .  

1 )  Wr i te  down up  to  3  major  rea l i s t ic  and  at ta inab le
goa ls  or  asp i rat ions  to  s tay  focused .

2 )  Keep  the  v i s ion  or  menta l  image  o f  what  i t  wou ld
be  l ike  to  succeed  at  the  foref ront  o f  your  thoughts
throughout  the  day .

3 )  L i s ten  to  and  read  mot ivat iona l  content .

4 )  Take  smal l  act ions  that  can  he lp  you  get  "w ins , "
boost  your  conf idence ,  and  he lp  you  at tempt  larger
act ions .

5 )  Use  your  watch  or  c lock  to  push  yourse l f  to  get  up
and  do  what  you  promised  yourse l f  you ' l l  do  at  cer ta in
set  t imes  o f  the  day .

6 )  Pract ice  pos i t i ve  se l f - ta lk  throughout  the  day ,
l ike ,  " I  can  do  th is ,  I  can  do  th is . "

7 )  Incorporate  mus ic  in  your  day  to  he lp  push  and
insp i re  you .

8 )  Post  mot ivat iona l  posters  and  mater ia ls  in  your
env i ronment .

9 )  F ind  an  accountab i l i ty  par tner  -  someone  you  can
ta lk  to  to  he lp  you  push  forward  and  ahead  once  a
week  and  ho ld  you  accountab le .

10)  Break  work  and  s teps  in to  smal ler ,  manageab le
tasks  so  they  are  not  so  daunt ing .  

CL ICK HERE READ THE DETAILED ARTICLE .
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