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Are you looking to become more 

organised in your life? 

Tired of seeing clutter and chaos at 

home and at the office? 

Whether you’re looking to overhaul 

your schedule, find better ways of 

storing your belongings or are just 

interested in keeping your desk a little 

bit tidier, these 11 tips will help you 

become a more organised person. 

1. Create a to-do list. 

To-do lists often get a bad rap as a 

collection of tasks that will never get 

done. Don’t believe the hype! To-do 

lists can be extremely helpful in 

getting your tasks organised. The key 

is to not fall into the trap of simply 

generating longer and longer lists of 

things you should do without taking 

action. Contain your list-making 

efforts by only writing down what 

must be done for a single day, versus a 

longer period of time, such as a week 

or month. Try keeping the number of 

items on your list in the range of 3-5 



tasks or to-dos. Not only will your lists 

be shorter and easier to read; you’ll be 

able to complete the tasks you set out 

to accomplish! 

2. Find places for things. 

You can help keep your belongings in 

order by creating a place or “home” 

for items. When you create specific 

locations to keep or store items, you’ll 

know exactly where to place items 

when you are finished using them and 

will be able to easily locate items 

when you need them. Begin your 

organization efforts by finding a home 

for those particular items that seem to 

“float” about your home or office. This 

could be an everyday item such as 

your purse or bag when it is not in 

use, to a surplus of household paper 

goods purchased from a big box store, 

to finally finding an off-season home 

for your snowshoes. 

 



3. Get rid of clutter. 
 

Clutter comes in many different 

forms, from obvious trash, to items 

you don’t use any more, to things you 

currently use that are simply sitting in 

the wrong area of your home or office. 

Make a call to arms against clutter in 

your home or office by doing any or 

all of the following: disposing of any 

obvious trash and recycling materials, 

purging your space of items that are 

broken or no longer serve a function 

in your life, putting items back where 

they belong and processing papers, 

including postal mail, files and other 

administrative ephemera in your 

living or work space. 

4. Take care of small 
tasks right away. 

Instead of sitting on small and easy-to

-accomplish tasks, take care of them 

as soon as possible. The longer you 

wait to complete a task, the harder it 



will be to get the momentum to sit 

down and take care of the item. Plus, 

you often run the risk of forgetting 

about or not attending to the item in 

the first place! If a task that can be 

completed in less than three minutes 

comes your way, just take care of it. 

Put away that book back into the 

bookcase when you are finished using 

it, respond to the work email that 

requires a simple yes or no answer 

and call to make your RSVP to a party 

you’d like to attend. It really is just as 

easy as that. 

5. Keep a schedule. 

Do you follow or keep a regular 

routine or schedule? Keeping a 

schedule helps you to better organize 

and define your time. You can start a 

schedule in your computer’s calendar, 

use a tool such as Google Calendar, or 

use a good old-fashioned paper 

planner. Try planning out your 

regular work and meetings hours for 

starters, followed by your personal 

appointments, social activities, 

exercise sessions, household chores 



and more. Are you already well versed 

in your scheduling ways? Why not 

write up and plan out a specific 

schedule or plan of action for a project 

you’ve been meaning to finish? 

6. Create small goals. 

The benefit in creating small goals for 

yourself is that you can clearly see 

your efforts pay off in a relatively 

short amount of time. Do you want to 

be tidier at the office? You could make 

a daily goal to put away all your paper 

files at the end of the day or wash 

your coffee mug and place it back on 

your desk. At home you might work to 

keep a certain part of your kitchen 

counter clutter-free or decide to 

simply make your bed after you awake 

in the morning. The smallest of 

actions really do add up quickly over 

time, especially when it comes to 

keeping things tidy and in order. 

 



7. Set priorities. 

Priorities are where you specifically 

want to focus your time and energy at 

a given point in time. Always rushing 

around and not being focused in your 

intent and actions can make you feel 

drained, tired—and you guessed it—

disorganised. Take a moment to set 

some priorities for yourself. What are 

the top priorities in your life right 

here, right now at this very moment?  

You priorities can apply to both larger 

life goals as well as smaller every day 

tasks. What items come before all 

others? If things are looking a bit 

confusing, try creating a short list to 

compare items against one another. 

8. Have a positive 
attitude. 

Contrary to popular belief, a person 

doesn’t just become more organised 

overnight. It requires a lot of hard 

work, patience and diligence to get 

better at the skill of organisation. 



Even people who are relatively well 

organised constantly create and/or 

find new ways of being organised! It’s 

all a learning process, and a positive 

attitude can work wonders. Be patient 

with yourself as you become more and 

more organised and don’t compare 

your progress to anyone else’s but 

your own. Work at the speed that is 

comfortable for you. Each step you 

take is a step in the right direction in 

your quest to become a more 

organised person. 

9. Wisely use your time. 

How do you use your time each and 

every day? Do you spend it working 

on things that don’t really matter to 

you and your goals, or do you spend 

too much of it only playing instead of 

working or vice versa? If you’re not 

sure as to how you spend your time on 

a regular basis, consider keeping a 

time log of all the different activities 

you do on any given day. Take a look 

at your notes and consider how you 

might readjust how you are spending 



your time. Trying to get that dream 

job application out the door this 

week? It might be time to log off of 

Google+ for a while and focus on the 

task at hand. 

10. Work with your 
personality. 

Think being organised means having 

a filing system for your bills that goes 

from A to Z? This isn’t necessarily so. 

Organisation comes in all different 

shapes and forms. You might like to 

file items from A to Z, while someone 

else likes to file items from Z to A, 

while still someone else likes to file 

their bills by their due dates. Refrain 

from thinking that one way of 

organising something is the only way 

it can be done. The true test of 

organisation is being able to find and 

make use of what you have on a 

regular basis. 

 



11. Create a simple 
system. 

Being organised often means having a 

system for doing regular or recurring 

work. Where might you be able to 

create or polish a system in your life? 

Consider all the different repetitive 

tasks you do on a regular basis. Think 

about how you might be able to create 

a system when you perform these 

regular tasks. For example, you could 

create a system to store, label and file 

items from your kitchen spices or 

create a system to store tax files in 

your desk drawer. 

12. Save similar 
information in a single 
location. 

If you were going to look for your 

friend’s phone number or mailing 

address, would you look in your time 

sheet program at work? Of course not! 

You’d probably look in the address 

book on your computer or phone. Part 



of being organised is having 

information readily available to you 

when you need it at the right place.  

Try keeping similar information in the 

same place or a centralised location.  

You could capture writing ideas in a 

single notebook, plans for an 

upcoming product launch in a 

productivity planning app or store 

new recipe ideas on a single board in 

Pinterest. 

 

Which of the above items are you 

going to try out to become a more 

organised person?  

 


