
Organize 
How to Put Your Life Back in Order



Not everyone is a list person. I get that, and I’m certainly not 
trying to say that everyone should be. However, as someone who 
tends to struggle with anxiety and who feels easily overwhelmed 

when things aren’t in place, I find that organization is one of the 
most important skills you can practice in order to maintain a 
sense of control over your otherwise crazy life. Take it from 

someone who knows. 
 

Personally, I’ve been an avid studier of lists, planners, and all 
other organizational methods. I’ve spent years trying to perfect 
these strategies, always trying out new ways to do things, and 
gathering inspiration from other’s ideas. While the rest of my 

house may be a mess, and things in my life seem to spiral out of 
control, at least I can rest assured that my days are planned and 

structured, I always know what’s coming up for me, and I can 
make sure that I balance my time in such a way that I don’t end 

up overbooking myself. 
 

I may not have all the answers when it comes to time 
management or scheduling, but I do like to fancy myself a bit of 
a king when it comes to planning. I’m going to be tackling things 

like: 
 

• Goal setting 
• Making and maintaining lists 
• Setting up a weekly overview 

• How to prioritize 
• Personalization 

 
Hopefully, by the end of this book, you’ll be able to incorporate 

some of these ideas in your own life. My goal is to equip you with 
some of the tools necessary to get your life in order and maintain 

a sense of balance. Of course, these are all things I have found 
that have worked for myself, but it’s important that you adapt 
these methods to fit your personality as well. We get into that 

later on.  
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Creating a 
Masterlist

The Initial Step in Organization
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Here's my problem, and I'm not assuming that everyone's like 
me in this way, but I need to get things out onto paper. If I 
don't, I'll either forget what I need to get done, or I get so 
preoccupied trying to remember it, that I either can't sleep, or 
can't focus on other things. This is where the master list 
comes in. 

I tend to use an app for this. I've found Wunderlist to be 
particularly helpful, because you have the ability to break 
down task into folders, star the ones that are the most 
important, and add sub tasks and notes to things. Other apps 
that are good might be Awesome Note or 
Evernote. Categories are important, and I'll go into that, but an 
app not only takes away the clutter and overwhelming nature 
of a paper list or word document, but it can be taken 
everywhere, so it's easily accessible. 

Now, let me backtrack for a moment here. Master lists are 
cool, sure, but what the heck is so important about them? 
Good question. 

Basically, master lists are not only a way to make you 
personally feel more organized and in control, but they offer 
you a way to keep track of not only small tasks, but big goals 
and dreams as well. So for example, I may have one thing 
listed telling me that I need to clean my bathroom, while 
another point says that I need to work towards going to 
Japan. Is travelling - especially somewhere that far - 
anywhere in my near future right now? Probably not. But that 
way I can make sure it's on my list, that I don't lose track of  
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what I want to do long term, and most importantly, so that I 
actually have a long term goal set in place for myself. Even 
though it's certainly not something I'm going to be tackling in 
the next year, it's something I'd like to actively work towards, 
and if I don't add it to a list and keep it in mind, it'll get 
forgotten about in the midst of everything else. 

In this case, I make notes of everything, no matter how big or 
small. This way I can feel accomplished checking off the 
smaller things I manage to achieve, while still keeping my 
more important, larger goals in mind as well, and actively 
taking small steps to accomplish them. 

However, here's where we get to the big problem with 
master lists - you're going to have hundreds of items on them 
at times, especially if you have things like books you want to 
read or shows you want to watch, and that gets awfully 
overwhelming. Which is why categories are so vital. They give 
you the option to hide the things that aren't as important at 
the moment, and only look at the things you need. 
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basically break my schedule down into these folders: 

And once I open the folders, 
I can see the list of tasks 
within each one. And, of 
course, if a task is too big 
for a single point, I break it 
into steps. 

The last important feature 
is the ability to highlight, or 
star, specific items on the 
list. These are the tasks 
that you either want to 
actively work on, or the 
ones you want to 

complete. That way, you don't only have your items 
categorized into sections, but you're picking out the most 
important ones to only focus on those.
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Putting 
Those Goals 

Into Place
The Monthly Break Down of the Masterlist
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Now, first and foremost, I've heard a lot of people talking 
about how important it is to set long term goals. "Do you have 
a six month plan in place?" They say, "What about five year 
plans?" Which is fine, I get where they're coming from, but 
here's why I would suggest against setting goals for yourself 
that aren’t any further away than a month. 

Life changes far too quickly. What may be a goal one week 
suddenly becomes unimportant as my focus changes. Where 
I thought I wanted to be in six months is no longer possible or 
wanted, and for the most part, is now rendered utterly 
pointless. While it's important to have long term goals and 
places you would like to see yourself, I find setting time 
frames on yourself (unless there's a specific due date that 
something has to be done by), only adds unnecessary 
pressure to make sure your ever changing life matches up 
with something you were considering six months previous. 
Having a direction to head in is absolutely vital, but you need 
to allow yourself to flexibility to change things and go with 
the flow as needed, since life never actually goes as you plan. 

That's why I say set goals a month in advance. That way, 
you're moving forward, accomplishing things, and have a plan 
to follow that matches up with the place you want to 
eventually get your life to, but it's still short enough that you 
can change direction whenever you want, and you don't feel 
trapped in any particular thing. 



10

Keeping that in mind, monthly goals are for working on long 
term projects and goals, not small things. Cleaning your 
bathroom, doing laundry, downloading new music, or 
catching up on your favorite Netflix shows aren't big or 
worthy enough to be added to the list. No, we're specifically 
focusing on things that, by the end of the month, you'll be 
happy with yourself for getting just a little bit closer to what 
you would like your life to look like. 

Just for an example here, this is a break down of my usual 
monthly checklists. 

As you can see, I have a 
section for main goals, as 
well as how much I 
would like to accomplish 
out of those goals, and a 
section just for my own 
personal fun stuff. 
Honestly, you don't 
really need to fun 
section, but I tend to get 
so distracted by tasks, 
that unless I set goals for 
myself to watch TV and 
play video games, I'll 
forget to relax and do 
the things I enjoy. It's a 
personality flaw(?)
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To create a monthly checklist, I usually consider the 
following: 

What will make me feel the most accomplished this month

What's the most vital that I get done first?

What can I do to make progress in each of my projects 

(writing, home improvement, my business, relationships, 

etc), while not piling on too much work for myself?

 Is all of this attainable within the next month?

Is it flexible enough that I'm not putting unneeded pressure 

on myself?

Are these things I can further break down into weekly, and 

then daily goals?

And of course, I'll take a few minutes to go through my master 

checklist, and make my monthly goals based on the things I find 

in there. This is the only time I'll actually take a look at my 

master list, because I know all the important things have already

been broken down and organized. One less list to worry about!
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If you're anything like me, you want to get everything done at 
once. Your projects can't wait for the world, and if you don't 
get everything done when you have the opportunity to do so, 
the world's going to end. One reason for breaking things 
down so much, at least for me, is to not only help myself feel 
more organized and in control of the progress I've been 
making, but give me the chance to stop. If I get all my 
monthly things done in the first week, however unlikely that 
is, I have the opportunity and allowance just to stop and enjoy 
myself for the rest of the time, because I've already 
accomplished everything I needed to. In which case, I 
personally try to set my goals a little lower than what I know 
I'm able to finish up, or purposely set more 'fun' goals than 
not, as a way to force myself into relaxing when I otherwise 
struggle with the thought of 'taking it easy' for a day. 
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Breaking 
Down Your 

Week
Prepare yourself for what's to come
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Now we're getting into the more used strategies in my own 
personal organization. Not to say that the previous ones 
weren't still important, but this is the stuff I really fall back 
onto to minimize my stress. 

Like we did before, this is where we break down our monthly 
goals into weekly goals. Here's an example of what my weeks 
usually look like. 

Now, let's break the 
sections down a little bit 
here, and start with my 
main lists. On the right 
side, I've got my list of 
goals that I'd like to 
accomplish during the 
week, and on the left 

side are the people I'd like to talk to, meet up with, or otherwise 
have business with. I'll also add a few smaller things that won't 
be found on my monthly list, simply because life always has a 
tendency to give you more things to do than what you always 
want to. Things like chores 
or whatever are listed here.



15

Let me be honest with you guys for a second, I rarely ever 
finish all the goals I set for the week. Yes, I tend to 
overestimate the things I can do, sure, but like I said in a 
previous post, you need to allow for life's chaoticness. At the 
beginning of the week I thought I should get business cards 
done, or go sit in a cafe at least twice, but then I end up 
having a better idea, or lying in bed for three days – because 
why not? Therefore, the purpose of weekly lists (as well as 
monthly or any other list, for that reason), is not necessarily to 
be able to mark every item as done, but to give you a goal 
and a direction to keep in mind as you go throughout the next 
few days. You've got something to work on, something to fall 
back on, and something small enough that you're able to 
minimize the stress of a massive to do list and focus on what's 
most important. 

The point of all this, really, is to break down your tasks small 
enough so you don't feel overwhelmed by everything you've 
got going on, but can still feel like you're in control and 
making progress in the areas of life you need to be making 
progress in. 

The other section of my notebook here is to give me an idea 
of what the next week's going to look like for me. That way I 
don't feel like I need to remember dates, show releases, or 
other responsibilities, because I've got it all laid out for me. 
Got something coming up soon that needs to be finished 
ASAP? No need to worry about it - you've been aware of it 
and counting down the day for weeks! Need ideas of which 
days may work the best to get which tasks done?  
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Make a note of it so you don't forget later. 

The more I know what my week's going to look like, the more 
I feel like I have myself organized. One of the biggest causes 
of anxiety for me is when I start to feel out of control and 
overwhelmed by all the massive things I have to do, but when 
I can see it all laid out for me, day by day, I don't have to 
worry so much because I already have every day organized 
in advance. 

Because life changes so much, I'll usually only plan a week in 
ahead. Yes, sometimes there are definite events coming up in 
the next few weeks that I'll make notes of, but other than that, 
I'll set aside time on Saturday or Sunday to set my goals and 
ideas for the next week. This may seem a bit late, and may 
not work for everyone, but I find that if I plan my week too 
early, by the time it gets here, all my goals and ideas have 
completely changed, and I spend more time trying to scratch 
things out than add them. 

This gets to my next important point - set aside time for 
yourself, once a week, to make sure the next week is set up
properly for you. That way you can go into the next week 
already feeling prepared for it, and things like meal planning, 
setting goals, and managing to do tasks are already 
organized and ready to go, instead of waiting first thing 
Monday morning to organize everything. 
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Setting 
Yourself Up 
For Success

Mastering the Daily Task List



18

Now let’s talk about one of the final steps in my system, 
which is breaking your weekly lists into daily plannings. 
Here's an example as to what my daily lists usually look like: 

Now, contrary to all 
the other lists we've 
been talking about 
up until now, daily 
lists include the 
smallest and 
simplest things. 
Usually I find that 
they're a mesh up 
between the random 
tasks that come up 
throughout life 
(return that 
voicemail, answer 
that email, clean up 
the kitchen, sort my 
laundry, etc), and 

small parts of large goals (write a few rough blog posts, look 
into government funding, take time to study, etc.) As per my 
weekly lists, I'll usually use the right side for tasks and such, 
and the left for correspondence, events I have going on that 
day, or other things I need to get figured out that involve other 
people. On top of that, I'll add extra notes to myself, reminders 
of things that are coming up, and extra mentions of the things 
that are the most important that I get done.
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Again, I rarely ever get all my daily tasks done. If something 
gets missed, I'll make sure to include it on the list for the 
following day so I don't forget about it. If something keeps 
getting missed - for more than a few weeks or so - I'll make a 
note to sit down and figure out why it's taking me so long to 
do - whether it stresses me out, I need to break it down into 
smaller pieces, or I simply really don't want to do it. 

This is where the highlighter comes in. I tend to, as I've said 
before, get distracted by smaller, less important tasks. I won't 
study right now, because cleaning the kitchen will take half 
the time and feel just as rewarding, so I'll do other stuff later. 
And then weeks pass, and I've been super busy getting things 
done like cleaning my bathroom and doing chores, that I 
never made progress in the more important things. The 
coloured tasks are the most important ones. They're the ones 
I have to focus on. That way, I can tell in my mind that feeding 
myself is much more important than putting away the three 
dishes in the sink, and I can prioritize myself well. 

As a general rule, I say that somewhere around five non- 
coloured tasks make up for one highlighted task. I follow this 
pretty loosely, but I keep it in the back of my mind, at least. 

I get stressed pretty easily. I feel like you guys have a pretty 
good idea of that by now, so I always set my plan for the next 
day a night in advance. Before I go to bed, or even earlier, I'll 
take a look at what my day will look like tomorrow, in order to 
get it all organized and sorted out. The better idea I have 
about what the following day is going to bring, the less  



20

stressed I feel. Things are less unpredictable that way, and I 
thrive on structure. 

On another note, writing things down gives me the ability to 
take them out of my head. If I don't write things down and 
make lists for myself, especially the daily ones, I feel as 
though I'm going to forget everything that's important. That 
not only causes me more stress, but I'm so caught up in trying 
to remember everything I have going on the next day, that I 
often can't sleep at night. Can't rest because if I do I'll forget, 
and if I forget I'm out of control and screwed. 

Often times, when I'm really stressed, I'll go the extra mile and 
write things out step by step. For example, my list may start 
to look like this: 

That way, I can worry a little 
bit less about whether or not 
I'm going to forget to brush 
my teeth and put on pants, 
and focus on falling asleep 
instead.
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How to 
Prioritize

Getting the important done, and leaving the 
rest.
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Prioritizing is one of my number one challenges. I can create 
amazing lists, have all my tasks done up nicely, but getting 
the right things done is often something I don’t end up doing. 
By the end of the day, whether I’ve been successful in 
tackling my lists or not, I often find that I end up getting 
everything but the important things done. Or I end up tackling 
a bunch of small tasks, but any of the bigger ones, I never had 
time to work on because I was so consumed with everything 
else. 

This is where prioritizing comes in, and it’s important for you 
to be able to differentiate between what you would like to 
focus on during any particular day, and what things you’re 
able to shove off. 

To do this, we’re going to take a look at something called the 
Eisenhower Matrix. 



23

Basically, every day we’re going to be breaking our tasks into 
four different categories. This may seem a little daunting at 
first, but with a little practice, you’ll be able to do it off the top 
of your head in no time whatsoever. 

The first section, urgent, is for things that absolutely have to 
get done. This section covers emergencies, random things 
that come up during the day, or deadlines that are fast 
approaching. Important covers things that need to be getting 
done, but aren’t immediately in your face like urgent tasks 
are. Delegate are tasks that you can either assign to other 
people, or put off for the day. They don’t need to get done. 
Trash, of course, are things you don’t have to worry about at 
all. Often times, I will include these on my to do lists just so I 
don’t end up forgetting about them, but they certainly aren’t 
in the forefront of my mind. 

Awesome. So 
now that we can 
separate what 
tasks get what 
priorities, how do 
we clarify this 
and make sure 
we stick to 
what’s 
important? Well, 
for that, let’s

take another look at my daily to do lists.



24

Now, you don’t have to do exactly what I do, but I use both a 
highlighter and a coloured pen to classify my tasks. The 
highlighted things are urgent, or things I really need to be 
focusing on that day, and the penned tasks are important – 
things that I don’t have to get done, but I would really like to. 
White tasks are, of course, things that aren’t really important 
or vital at the moment, so chances are, I’ll end up leaving 
those for another day. They’re mostly there just so I can keep 
them in mind, and if I get the chance to tackle some of them, 
I can. 

I also pick five tasks I’d like to focus on at the moment, and 
do those first. That way I don’t have to look at everything, but 
I can break my list down further. I feel like five items gives me 
a good start on things, it’s a well-rounded number, and it 
gives me the option to choose between things if there’s 
something I feel like doing over the other. I usually rope 
similar items into this five, so I can tackle things easier, but 
you can do that however you would like to. 

Boxes in front of tasks tell me whether or not I’m classifying 
something as ‘work’ or ‘personal.’ Coloured boxes are work, 
so that gives me another way to focus on the things that have 
to get done more immediately. 

As well as that, each day is usually a different colour, and this
is to signify what my focus should be on. Orange, for 
example, means that I should be focusing on getting my 
coaching business sorted. Pink is art days, and green is 
blogging. While that doesn’t mean that I have to only stick   



25

 to tasks that have to do with the particular theme of the day, 
it ensures that the things in my life are all going to get equal 
attention and time. If I didn’t set aside particular days to do 
things, the tasks I enjoy would take precedence, and other 
important things wouldn’t be getting done. 

Lastly, because I have a habit of overworking myself, I limit 
myself to six hours of hard work a day. This means that the 
time I spend working on ‘work’ tasks is effective, and I can get 
more done without being too distracted or burnt out, but then 
I can prioritize personal things as well, where I normally 
would have ignored them. 

All that being said, it’s up to you how you would like to 
classify and prioritize your tasks. You could colour coordinate 
based on due dates, types of tasks (active, errands, 
socializing, etc), or however else works the best for you. Play 
around with it, and figure out what’s important to you and 
what isn’t. Above all else, your lists need to be able to fit your 
lifestyle.  
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Personalize

Make it Your Own
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Here’s where we really start to take a look into different 
things that you can do to take your organization into your 
own hands and really make it yours. I’m not sure about you, 
but I need things to be decorated and fancy because it 
makes me feel better about my day. 

Yes, I was the type of kid who went home and rewrote my 
math notes if I didn’t think they were pretty enough the first 
time. That being said, that may not be something you 
personally value. 

Find what works for you. Do you like sections to write in your 
meals and due dates, or is that not important to you? Do you 
want to spend time colour coding everything, or no? Play 
around with styles that work for you. Break things down into 
categories that fit you and your life. 

Apart from customizing your lists, however, you’ve got other 
options at your disposal. Again, not all people are list people. 
I get that, and you can be plenty organized without the need 
for planners and a million sheets of paper. Something I 
mentioned earlier, of course, was the app idea. 

Besides that, you could record yourself making vocal 
reminders, if you’re more of an auditory person. Leave sticky 
notes for yourself around the house. Set reminders on your 
phone. You don’t have to stick with lists and writing if that’s 
something that doesn’t work very well for you.  
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Other 
Resources

Check Out These Places to Help with Your 
Own Organizing
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HabitRPG is a great program to organize your lists. It lets you 
categorize your lists by daily, weekly, and otherwise. While it’s 
really a website to help you build habits, it also offers a good 
place to keep track of things. The trick, however, is that the 
more you get done, the more experience points your 
character gets, and the more levels you go up. Missing a daily 
task will bring down your hitpoints, and it’s difficult to heal 
them once they’re down. It incorporates a fun game – special 
events, community involvement, etc – with tasks, so you want 
to get things done just to see how many special pets you can 
collect. It’s a lot of fun. 

Of course, I mentioned Wunderlist earlier.  

There's actually an app for scheduling your to-do lists into the 
Eisenhower matrix, and it's pretty helpful for helping you 
manage time. Of course, it's simply called Eisenhower.  

This super handy list of (mostly) free organization apps that all 
serve different purposes. https://www.process.st/best- 
organization-apps/ 

These three blogs here, all featuring different tips and tricks 
to keeping your life organized and put together: 

http://www.abowlfulloflemons.net/ 

http://theorganizedcoyote.tumblr.com/ 

https://unclutterer.com/ 


