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And if the answer is...

“Because that’s
the way we’ve
always done it”

Try harder!

ASK WHY...



What to Expect 
Personal organization tips you can start

using when you get back to the office

Ideas that can boost efficiency throughout

your agency

Corny quotes & plants everywhere 



Organization for 
your Growth

To-Do Management
Email Organization 
Time Management
ChatGPT 
Wall Calendar 
Reminders, Alerts, and Alarms 

“It takes as much
energy to wish as it

does to plan.”

-Eleanor Roosevelt



To-Do Management

Start and End Strong

Planner

Outlook

Monday

Weekly Task Sheet



Monday



Weekly Task Sheet 





Email organization

1. Assess your email habits

2. Plan a folder structure

6.  Maintain daily/weekly

4. Set up rules 

3.  Create folders

5.  Move existing emails



Email organization



Time Management

Time Blocks

Pomodoros

Fruit



ChatGPT Checklist



Wall Calendar 



Reminders, Alerts, Alarms

Siri/Alexa

Outlook Alerts

Time Management Alarms



Take a moment to write down some of the ideas you came
up with while we were talking.

Think about something....... 
                     you want to try differently
                     you want to add to your daily practice
                     you need to update to be more efficient

STOP & JOT 



Organization for 
others’ growth 

Meeting Agendas 
Timelines
Checklists 
Templates 
Documentation 

“Inspiring others
to do better work

is the
accomplishment of

a leader.” 
-John C. Maxwell



Checklists



Templates and Documentation



Outlook Invites 
Shared Drive 
Fillable Forms 
Internal Requests/Work Orders 
QR Codes 
Internal Availability & Voting 

Organization for 
your agency’s growth 

“The walls of your comfort zone are
lovingly decorated with your lifelong

collection of favorite excuses.”
-Jen Sincero 



Program Summary Form



Monday Request/Work Order Forms



QR Codes



Internal Voting & Scheduling



Take a moment to write down some of the ideas you
came up with while we were talking.

What are you going to.........
                          do differently starting on Monday
                          research more about next week

STOP & JOT 



Get this presentation and more
resources, plus complete the
session survey - scan below!

Thank you!


