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Organizing Your Time 
To be better organized is to a step toward more effective time management. Here are twelve suggestions to 
structure your time and focus your attention on creating the life of your choice.  
 

1. Purchase an organizer. Find one that includes 
daily, weekly, and monthly calendar and use it. 

 

2. Post copies of your written values, goals, action 
plans, and self-contracts in places where you will 
often be reminded of them. Use brightly colored 
paper and ink to catch your eye. Try keeping a copy 
in your organizer or on a wall calendar or your 
bathroom mirror or any other place that you look 
frequently. 

 

3. Make sure that your list of daily goals and your 
calendar reflect your long-term, medium-term, 
and short-term goals. If you want to be physically 
fit and relaxed, schedule time each day for exercise 
and for practicing relaxation techniques. If spending 
quality time with a loved one is high priority, block 
off regular time on your calendar to do this and 
include that time on your daily to-do list. If you 
arrange your schedule of activities on a weekly or 
even monthly basis, you will find that you have time 
to work on all your important goals. 

 

4. Plan for efficiency. Combine activities that can be 
done at the same time, such watching your favorite 
TV show while exercising, ironing, or washing 
dishes, sequence activities to save time. Match tasks 
to your varying energy levels. Although you can 
usually predict your energy level at different points 
during the day and plan accordingly, occasionally 
you will run out of steam earlier than anticipated. If 
so, you may want to reschedule activities that 
require energy and alertness to at time when you can 
perform them with maximum efficiency. 

 

5. Minimize time wasters. Cut back on TV, telephone 
interruptions, drop-in visitors, unproductive 
meetings, ineffective delegation of responsibilities, 
crises, activities, that lack direction, and overly 
ambitious goals. Plan ways to avoid as many 
predictable time wasters as possible, but be realistic 
enough to schedule some time for unexpected 
interruptions. 

 

6. Learn to say no. set limits on how much 
you are willing to do for others. If you 
have difficulty with this start 
working on assertiveness. 

 

7. Make a list of things to do when you’re waiting.  
Good candidates include doing a relaxation exercise, 
planning tomorrow’s list of goals, reviewing your 
priorities and goals, reading a book, or filing your 
nails. 

 

8. Set aside several short periods each day for quiet 
time. Use this time to practice your deep relaxation 
techniques. This will help you stay in touch with 
what is most important to you, rather than rushing 
faster and faster in response to others’ demands. 

 

9. When you are performing a high-priority 
activity, focus your full attention on it. Make a list 
of your usual distractions and plan how you can 
block each one of them. For instance, if you often 
find yourself daydreaming when you should be 
working, schedule in a visualization session or some 
other way of using your imagination during one of 
your quiet times. 

 

10. Arrange your environment to support your 
values and goals.  If your priorities require focus 
and concentration, make sure that you have a quiet 
room or corner available for reading, writing, 
practicing deep relaxation, or just thinking through 
your plans.  

 

11. Don’t waste time on decisions that involve equally 
attractive or inconsequential alternatives. If you 
find yourself in a quandary over choices like this, 
just flip a coin and go with the winning call. 
 

12. Reward yourself for improving your time 
management. One of the greatest rewards of 
effective time management comes from not having 
to rush to accomplish the important things in your 
life. By prioritizing and planning your activities, you 
can choose to move through your day at a more 
leisurely pace.  
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