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Organization is the ability to use your time, energy or resources in a helpful way to finish 

goals or tasks. People who have a hard time with organization notice they have problems 

keeping a schedule, prioritizing, starting tasks, switching from one activity to another, or 

keeping up with time-sensitive tasks (for example, paying bills, completing paperwork, etc.). 

Using and practicing the following tips can be helpful: 

1. To help master your schedule, you can use a notebook, planner, or digital calendar 

and reminder app on your phone or watch. Review weekly and monthly schedules 

frequently. 

2. If you have trouble prioritizing duties, use a system of organization. For example, 

highlight important events, bill due dates, and other deadlines.  

3. If you have a hard time remembering important activities or appointments, set up a 

routine by asking that your regular appointments be scheduled on the same day and 

at the same time when possible. 

4. To help yourself switch between tasks, set a timer or use a watch to alert yourself 

when to wrap up what you’re doing, and when to get ready for your next task.2 

5. If you have a hard time finishing projects on time or correctly, break them down into 

smaller, simple tasks and cross off each step as it is completed. 

6. Poor sleep can add to organizational problems. You can review the attached sleep to 

help improve sleep habits. 
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