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Harris Interactive, a digital consultancy, conducted a survey on behalf of American Demographics 

where they found that the most common excuse people use for not getting organized is not having 

enough time. The irony though is that when you are organized, you end up having more time.

Organization is a skill that can be learned. Here are some basic tips that can be integrated and 

applied to everything you do at work and home to help simplify your life:

1. Keep one and only one calendar to list appointments, meetings, and tasks. More than one 

runs the risk of failing to keep both up to date. Additionally, ensure the calendar is portable 

so you can make appointments in the moment from wherever you are.

2. Create a master “to do” list. This list should have things that need to be accomplished for 

the week, month, and long term. From that, create a daily “to do” list. Always be aware that 

nothing is set in stone. Life throws curveballs so be flexible and accept the fact that you may 

not accomplish everything you originally set out to do.

3. Don’t try to eat the elephant in one bite. Take large projects or chores apart and create 

smaller manageable tasks. Write each task on a Post-it note and put them in a logical order. 

Then put that ordered task list into your master “to do” list. 

4. Group similar tasks together. If you have a lot of calls to make, schedule a time to make 

calls. If you have errands to run, group the ones that are in the same neighborhood together 

and do them at once. 

5. Get help. Delegate some tasks to others when it is appropriate and logical. For example, if 

your spouse goes by the grocery store on the way home, ask them if they can grab the milk 

so you don’t have to go out of the way.

6. Don’t get buried. Schedule a little time each day to file paperwork and clean up piles of 

memos and mail.

7. Keep a “frequent file” drawer for those often used files like active projects or recent sales 

presentations. By doing this, you will have those critical materials at your fingertips and 

won’t waste time searching for them over and over.
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