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Day 8: The Skill of
Organization



Why Organization 1s so Important:

By being organized, you will:
e Be more productive
e Save time looking for things and more time working on things
e This will reduce stress and worry
e Make it a habit, and will become one of the multiple positive habits that will be
formed from this one skill.

This skill is one that is important to learn at a young age, because if you start
now, you will never struggle with it in highschool, college, and beyond.



How to Stay Organized for the School Year

MOST OF THE TIMES, SCHOOL ORGANIZATION ONLY LASTS A COUPLE WEEKS IN THE BEGINNING OF THE SCHOOL YEAR
AND GOES BACK TO BEING UNORGANIZED MORE AS THE YEAR PROGRESSES. HERE ARE SOME TIPS TO KEEP YOUR
ORGANTZATION A HABLT FOR THE WHOLE YEAR.

LET US 60 INTO TWO MAIN POINTS:

1) STICKING T0 A SCHEDULE
1) HAVING A PROPER WORKSPACE

[T°S VERY IMPORTANT T0 NOT ONLY HAVE AN ORGANTZED SECTION OF MATERTALS FOR SCHOOL, BUT ALSO HAVING YOUR
WORKSPACE AT HOME BE JUST AS ORGANTZED.



Sticking to a Schedule:
HERE ARE SOME TIPS TO HELP YOU STICK T0 A SCHEDULE:

® PLAN OUT THE DAY THE NIGHT BEFORE: ANYTHING THAT CAN SAVE YOU TIME (AND WORRY) IN

THE MORNING.

o HE MORE DAYS YOU DO IT, THE EASTER IT GETS. T MAY BE HARD THE FIRST COUPLE OF DAYS IN THE
START OF A NEW SCREDULE, BUT IT WILL BECOME A HABIT.

® PLAN A SCHEDULE THAT IS NOT OVERBEARING. TRY TO NOT PUT ALL ASSTGNMENTS ON ONE DAY
AND SPACE THEM OUT BASED ON WHEN THEY ARE DUE.



Having a Proper Workplace:

[N ORDER TO HAVE AN ORGANTZED WORKSPACE, 17 15 IMPORTANT TO KEEP THESE THINGS IN MIND:

® QUK WORKSPACE DETERMINES HOW YOU WORK. TF YOUR WORKSPACE 15 MESSY, THAN CHANCES ARE YOU WILL
NOT WORK VERY PRODUCTIVELY.

®  (RGANIZE YOUR WORKSPACE DEPENDING ON HOW YOU WORK. MAKE T PERSONAL TO YOU, AND IN A WAY YOU
CAN WORK WITHOUT ADDED STRESS.

®  SINCE SCHOOL WILL BE DIFFERENT, YOU WILL SPEND MORE TIME AT IN AT-HOME WORKSPACE. IT 1§
IMPORTANT TO MAKE YOUR SPACE AS COMFORTABLE AND ORGANTZED AS POSSIBLE. WAYS TO KEEP IT ORGANIZED
15 WITH DIVIDERS, SHELVES, HOLDERS, ETC.



Examples of workspace organization




Things that Can Help: e

d Having a Planuer: As the year progress WL
and assiguments keep piling up, it is V_,\\@ W =
importawnt to have a plauner to keep ?"%f;; = Ve

& =

track of test days, important meetings,
and other uecessary information.

[ Creating a Weekly Schedule: Figure out
what each school day would (ook like
before the school year starts.

[ Having separate folders for each class:
For me it is easier to have all of my

assignments separate, and putting
them all in a binder by order of class.



Organizing Your Goals Ahead of Time:

BEFORE THE SCHOOL YEAR STARTS, TT WOULD BE VERY HELPFUL FOR YOU TO WRITE DOWN

ALLOF YOUR GOALS FOR THE YEAR. LODK BACK ON WHAT WORKED AND WHAT DI

WORK LAST YEAR, AND KNOW WRAT THINGS YOU SROULD FTX OR REPEAT FOR T
BY DOING THIS, YOU WILL START THE CHALN OF POSTTIVE HABLTS FOR THE YEA

D NOT
115 TEAR.

]

Y WRITEDOWN THE POSTTIVE HABITS THAT HAVE BEEN WORKING SO FAR. KEEP TRACK

OF TRIS TN YOUR DATLY ROUTINES.



