
10�E asy� Tips�t o�H elp�Y ou�G et�M ore�D one�i n�a �D ay�
�
Are� you�s truggling�t o�ge t�e verything� you�ne ed�t o� get�done �i n�a �da y� completed?�
�
Here� are�10� easy�hi nts�t o�he lp� you� accomplish� your�m ost�i mportant�t asks.�
�

1.� Get�or ganized.�U se� a�da y�pl anner.�U se� file�f olders.�C lean�up� your�w orkspace.�
Clutter�w ill�m ake�i t�i mpossible�f or� you�t o�w ork�pr oductively.�

2.� When� you�c oncentrating� on�a n�i mportant�pr oject�t ake� your�phon e�of f�t he�h ook,�
turn�of f� your�c ell�phone ,� and�t urn�of f� your� Internet�a ccess�i n�or der�t o�a void�
distractions.�

3.� Commit� yourself�t o�w orking�on�t he�m ost�i mportant�t asks�f irst�a nd�t o�s etting�a side�
those�of �l ess�i mportance.� �

4.� Explain�t o� your�f riends�a nd�f amily�t hat� you�a re�bu sy�w orking� and�a sk�t hem�t o�
respect� your�t ime� and�t o�l et� you�w ork�a lone.� If�ne eded�t ell�t hem�a t�w hat�t ime� you�
will�be �a vailable�t o�s peak�w ith�t hem.�

5.� Take�t he�t ime�t o�pl an� your�da y�t he�da y�b efore.�
6.� Take�t ime�f or� yourself,�t o�r elax�a nd�t o�r ealize�t hat�i f� you�a re�un able�t o� get�

everything�done �i n�one �d ay�t hen�i t�i s�oka y.�
7.� Recognize�w hen� you�ne ed�he lp.�Y ou�m ay�ne ed�t o� ask�f or�he lp�f rom�s omeone�e lse�

with�c ertain�t asks�a nd�t his�i s�nor mal�a nd�oka y.�
8.� Know�w hen�t o�s ay�no.�Y ou�s hould�not �a nd�c annot�do�i t�a ll.�R ecognize�w hen� you�

may�n eed�t o�de cline�a n�o pportunity�or �a �t ask.�
9.� Use�t echnology�t o� your�a dvantage.� Learn�t o�us e� computers,�c ell�phone s�a nd�t he�

Internet�t o�he lp� you�a ccomplish� your�t asks.�
10.�Read�books �on�or ganization�a nd�pl anning.�M any�o f�t hese�of fer�i nvaluable�a dvice.�

�
�


