Organisational and productivity
1. If you find you’re easily distracted from completing more mundane tasks that will help you improve your space, then set an alarm before you start. Try setting an alarm for 15 minutes and within that time clean as much of your kitchen as possible.
2. Turn off the TV when you’re doing things. Having it on will only distract.
3. When you’re doing your errands, do it logically and plan the day so you can pick up your groceries when you’re already passing the store. 
4. Make yourself accountable to someone else. This will help you stick to your goals as you try to become more organised. 
5. If you’re working and can’t get something done in the allotted time, then don’t talk about can’t, talk about what you can do. 
6. Remember, time is more valuable than money. More money can be earned. More time cannot. 
7. At the end of each day, remove all clutter from your desk. This will make you feel better when you start work the following morning.
8. To make organisation more logical, put like with like. 
9. Stand by the bin when you open your mail. That way you can trash it immediately if you need to, rather than having piles of mail dotted around the house. 
10. Ban mobile phones at the table. Spend this time focussed on the people you’re eating with. 
11. To keep your socks organised, use empty toilet rolls to store them.
12. Online planners and apps to help you take control of your schedule.
13. One of the best ways to help stay organised is to learn not to take on too much. Say ‘No’ when you need to.
14. Plan your meals. Knowing what you’re going to eat saves so much time when it comes to shopping and preparing your meals. 
15. Make the first thing that you do all day creating a to-do list for the day. 
16. Go through your to-do list and colour code it. Make things you can outsource yellow, green for things that can wait, and red for things that are urgent. 
17. If you organise your home each day it should only take around 10-15 minutes a day. Far preferable to spending nearly two hours on it once a week. 
18. Always carry a notebook with you so you can record any ideas that come to you. 
19. Get rid of anything that you no longer need. Donate it to charity shops so that someone else can make use of it. 
20. If you want to stay organised, follow the rule of KISS. Keep it simple silly. 
21. If it will take less then 2 minutes, do it now. 
22. If you want more time and better organisation then you better make sure you plan and prepare.
23. If you have long-term goals that you want to achieve then break them down into small, easily achievable steps. 
24. Use 6x4 cards to create individual meal cards that you can slide around easily to plan your weekly meals.
25. When you reach goals or milestones in your work, reward yourself. 
26. Set up direct debits to pay all your bills to save you time. 
27. Don’t wait to put things away. If you’ve finished with it, put it back where you got him from.
28. Get a magnetised board and marker pen for the fridge so you can write down anything that you run out of. 
29. Get organised by giving everything that you own a home, and make sure if you’re not using it then it’s in his home.
30. When doing your household chores focus on one thing at a time and do things in batches. 
31. Use containers and baskets for storage and organisation. 
32. By clothing in a couple of colours so you can mix and match to make it far easier to establish what to wear.
33. Establish a specific place for you keys, wallet and other things that you need to grab before you leave the house. 
34. Writing a diary is a great way to clarify your thoughts and become more mindful of your actions and needs. 
35. Check your planner every morning and evening to make sure it is kept up to date.
36. If you are looking for storage ideas, wicker baskets are great for storing all sorts of things. 
37. If you aren’t a morning person then you aren’t a morning person. Don’t try to change your nature. 
38. Did you know you can set up email reminders to help remind you to do tasks?
39. Using Google calendar can keep the entire family organised. 
40. Track your actions to see if your time can be put to better use. 
41. Clear out your wardrobe. If you’ve not worn something for a year then let it go. 
42. Set deadlines for everything, even if it’s something that wouldn’t normally have deadline. Keep yourself motivated.
43. No one is ever perfectly organised. Just keep trying to improve. 
44. There are only five steps to getting organised. Write it down, clarify it, organise it, double check it, then do it. 
45. Making your bed first thing when you get up can help you feel super organised. 
46. If you delegate work to others, you’ll instantly be able to be more organised. 
47. If you make you to-do lists too long, then you can be certain that you’ll feel like you’re not accomplishing enough. Keep them short. 
48. If you want to be organised, then don’t try to multi-task. It’s a sure-fire way to get confused and distracted. 
49. Look for wasted space that you could use to neatly store things. 
50. [bookmark: _GoBack]What items do you actually need in your office space? Restrict items in this area so you can work free of clutter.
