
Every weeks (Office)

Every month (Office)
Scan over clothes/shoes not worn in 
last 30 days, donate ones that no 
longer serve you. 
Complete 3-4 small organizing 
projects (no longer than 30 min. each 
and does not have to be done in 1 
session)

Everyday (Office)
Do a 10-15 min pick up in your space. 
Put everything in it's home before you 
leave for the day. 
Assess & prioritize your do to list for 
the next day. Be intention about your 
goals.
Respond to emails, phone messages. 
Or create a list for the next day
Go over your accomplishments big. 
and small. Being alive counts!

Assess your space: Cabinets, closets, 
drawers, storage, etc.. Figure what has 
and has not been working for you over 
the last 6 months. And adjust. Move 
items around in your space, as 
needed. Go ahead and store the item 
you have only used 2 times, away in 
the store room, or  find  a permanent  
home with in your space. 

Pick a drawer or box, to sort and 
organize. (5-10 minute project).
File paper/Emails
Break down boxes from 
shipments
Check all food perishable and 
non perishable 
foods/drinks/snacks

 I BELIEVE IN YOU!!!

Every Quarter (Office)
Dedicate time to completing 
projects you may not have been able 
to get to in the last 3 month.  Use 
some of your free time to  knock out 
30 min-4 hours, organizing your 
space.
Check in with the employees to see 
what that could use organized next. 
Audit your files and clients contact 
list

Every 6-12 (Office)

Match 


