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~ smart, it's just
H;emslo'nger.




ASK WHY...

And if the answer is...

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

Try harder!




e Personal organization tips you can start

using when you get back to the office

e |deas that can boost efficiency throughout

your agency

e Corny quotes & plants everywhere
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To-Do Management

Email Organization

Time Management

ChatGPT

wall Calendar

Reminders, Alerts, and Alarms

‘T4 $akes as much

enerqy to wish as it
does to plan”

~Eleanor Roosevelt




T0-DO MANAGEMENT

Start and End Strong

Planner

Outlook

Monday

Weekly Task Sheet
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WEEKLY TASK SHEET

Dot forget doout:
week of
Wonday
Tuesday
Wedwesday
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Friday - opportunities. Get your
mind right, be thankful,
be positive and start
your day right.
this week : next week :
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It's a new day, fresh

| start, fresh energy, new

| opportunities. Get your

mind right, be thankful,
be positive and start

your day right.

vnex+ week

Ouey

e
: Nad Ten 18 vaitn) abxf~ o,
Lopees T Francs Bty B gac_,sg

LoD A7 by (2epve s

Stutdenon - asm@jgﬁv " legyd

3

A A - MMWPQU

Wed Sdbn )

Pﬁs«)ﬁp 337‘}&

9%

ACtivator, Positwity, Tncluder, Adap

ability




EMAIL ORGANIZATION

1. Assess your email habits

2. Plan a folder structure

3. Create folders

4. Set up rules
S. Move existing emails

6. Maintain daily/weekly



w Favorites

Inbox

Sent [tems

BEehavior Reports
Seizure Reports
Intakes

Applications

Teacher Questionnaire
EAGLES Mewsletters
Time Off Requests
Program Summaries

Accident/Incident Reports

v dkrawiec@seaspar.org

ePact updates
w [nbox
1 - Program Seasons

532




TIME MANAGEMENT

Time Blocks

Pomodoros

Fruit



CHATGPT CHECKLIST

Please create a checklist of steps to create a presentation regarding

organizational skills

Here's a clear, practical Checklist for Creating a Presentation on Organizational Skills that will keep the

process smooth and structured (ironically, a perfect way to model the topic you're teaching):

1. Define Your Purpose and Audience

e | | Clarify the main goal (e.g. to teach, inspire, or demonstrate practical tools).

* | |Identify the target audience (age, role, familiarity with the topic).

e | | Decide on the core message or takeaway.

2. Research and Gather Content

e | |List key topics to cover (e.g., time management, prioritizing, workspace organization).
e | | Find real-life examples, statistics, or quotes to support your points.

e | | Gather visuals, props, or tools that help demonstrate organizational strategies.

3. Create a Logical Structure

¢ | | Plan your introduction (hook + overview).
e | | Arrange main points in a clear sequence (chronological, problem-sclution, or thematic).
* | |Include transitions to guide the audience through each section.

e | | Plan your conclusion (summary + call to actior




IX=2 =

1 "'“;;8 = e

181519 Z20 21~

| | |

L i T ——
14715 “”"]‘16“'

R

22 =23~

g

G|

) |

1 72 =7 3 e e
= T
SE=I6 HT ™8 "o 0

|
A

15 '“GF-T_' o T e T o T T - -
nwemril? 18719 ™ 20 ™21 = 1516 17~ 1819 ~ 120 ~ 21 =
el
| _22____‘— —— == o | X Ceny |
=53 o W [OF = BE e e | 3 — ——
23™2A™ 252627~ 38> 72 '_523“'24M}25“’ 26727 28
|

13711477157 16 ~*I17 =

8™

;

3 =4 =5 =g =y =g =g =

0T

B

BVt

|
M
o

T

31

et EAG KT

moEs 11~ (12* 13~ 14~ |15~

eoloc

16~ 14157161718~ 19~ (20
| l , l | na
= y = T = I:" e + T
- PR w=jz3-w!_24m 2588 (17118 =197 |20~ 21 22 ™23 |21 °"|22 7287247726267 2T
T e e | -:m L = | e :——l. | |G|
o 30

6 7 =8 =

|

(S gn?

= L I el =

1277113~ 14™"15™"16 " 17""/18™" 9 *™10™" 11~ 12" 13" 14" 137714715 16™" 17" 18|19~
| I =

o f { [ e

=~ I | =

19 -'29“521‘":22“ 237724 25™" 116 177" 187" 19™™ 20~ 21\’;_5_22“ 23" 24 7" 25 |26 =

gt | i M [

T

2&

Fo=




REMINDERS, ALERTS, ALARMS

Siri/Alexa

Outlook Alerts

Time Management Alarms




STOP & JOT

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

Think about something.......

==/ Yyou want to try differently
m you want to add to your daily practice

w you need to update to be more efficient



e Meeting Agendas

Timelines
Checklists
Templates
Documentation

“Inspiring others
{o do beHer work
is the
accomplishment of

a leader”
~John C. Maxwell




CHECKLISTS

Participant’s Name: Site: BR DA LI LE Days: MWF T/Th Trial Dates:

Start Date:

N

Done

Trial Regiﬁtratiﬂn

Notes

Do we have Emergency Form? Yes / No (if not, work w/iMAC to invite).

Send email that includes link for trial visit registration.

Upon receipt of tnal visit registration, create tnal visit code in BT for the site.

Reqgister participant for tnal visit.

Send confirmation of receipt of registration to participant referencing site and dates.

Create Tnal Visit roster for site director.

Email Trial Visit roster to site director (cc LM).

EAGLES Registration

Send email that includes link for registration, credit/debit authorization form, and calendar.

Upon receipt, register EAGLE for BC/program/AC in participant's program account in Global Sales.

Create EAGLES household in Household Management.

Create Standard Pass in the participant's EAGLES account in Global Sales.

Set installment billing date as "today” for current month if reqgistration date 1s after 25th.

Run installment billing.

Add participant’s information to All by Site and Credit Card or Check tab.




TEMPLATES AND DOCUMENTATION

New Family Intake Process

1. Collect information on New Family Contact Form. (Anyone in front office) New
participants may also come in through other means. The information needed for intake is
the participant name, address, and parent/guardian email.

2. Check residency. If not a resident, contact the family and advise them. If a
residentWDSRA/OOD, proceed. (AS)

3. In RecTrac, create a household with the information from the New Family Contact Form.
(AS)

4 Send the family the following email, cc’'ing BM and RC. If the family 1s WDSRA or 00D,
also advise them of registration limitations (no online registration, registrations
processed after residents, double fees for QOD). (AS)

Greetings from SEASPARI

Thank you for your interest in our therapeutic recreational services. We look forward to
serving your familyl

The first step is to complete an Emergency Form in our HIPAA-compliant emergency
information software, ePACT. You will receive a separate email shortly with a link to
complete a form that will share contact, emergency, and medical information about your
participant with SEASPAR. Please use the following link to review instructions for
completing the Emergency Form: https://'www.seaspar.org/epact/. If you have any

will help our staff ensure the safest and most successful program expernence for your
participant.

FPlease also complete our Participant Intake Form on our website at
https://iwww_seaspar.org/participant-intake-form/. This will help us work with you to
identify the best program options for your participant.

Once you have completed the Emergency Form and Participant Intake Form, please
reply to this email or call us at 630.960.7600 for the next steps to proceed with program
registration.

Thank you again for your interest in SEASPAR. We hope to hear back from you soonl
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e Outlook Invites
e Shared Drive
e Fillable Forms
e Internal Requests/Work Orders
e OR Codes
e Internal Availability & Voting
£ 2
P
¢ ?
“The walls of your comfort zone are
lovingly decorated with your liteleng

collection of faverite excuses.”
~-Jen Sincero
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PROGRAM SUMMARY FORM

This form is for SEASPAR staff only. Please complete this form after each program/event.

Fields marked with an * are required

FProgram Name *

Coordinator/Program Type *
Ashley - Teen & Adult Special Events, Social Club

Christina - Teen & Adult Weekly, Horseback Riding
Claire - Virtual Program or Special Event
Jared - Athletics, Swim Lessons, Power Soccer

Sophie - Youth, Teen & Young Adults, Multi-Sensory, Karate
Other/lUnknown

Activity *

Date of Program *




MONDAY REQUEST/WORK ORDER FORMS

SEASPAR
Marketing Request

Project/Event/Message Name *

e.q. Believe & Achieve, Summer Hiring

Your Name *

What is your goal for the message? *

e.g., attract people to an event, recruit staff
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QR CODES

PROGRAM
SUMMARY
FORM

J/

VEHICLE FUEL REPORT



Help us pick the next bus name, rank the options below:
=+ Bus Lightyear
=  Thelma

= Mewman

::  Luigi
= Taylor
Submit Editpoll |

Poll: Your name i=n't visible to amyone | Results are shared with respondents

TR Summit Prep Meeting

(© 1 hour duration
@ DK's office

5 options provided

@ (UTC-06:00) Central Time (US & Canada)

I [

% Scheduling poll

Choose times you prefer or are available How others voted

Tuesday, September 2, 2025

10:30 AM & Prefer

7 Prefer
7 Prefer

7 Prefer

7 Prefer

}- Propose another time

+ Yes

+ Yes

+ Yes

+ Yes

+ Yes

Meorgan Mason

?

Schedule meeting

O

Schedule meeting [0

Schedule meeting

O

Schedule meeting (L

Schedule meeting

O

Thursday, September 4

10:30 AM

Prefer: 1 @ves: 4  EINo: 0

Dawn Krawiec
Morgan Mason
Bethany Juhasz
Stephanie Stocks

Lauren McVey

Required
Required
Required
Required

Required

Monday, September 8

2:00 PM

Prefer: 0 0‘?’95:4 @Ncﬂ

Dawn Krawiec
Morgan Mason
Bethany Juhasz
Stephanie Stocks

Lauren McVey

Required
Required
Required
Required

Required

O ©0 00

Send

Yes

Yes

Prefer

Yes

Yes

Send

Yes

Yes

Yes

Mo

Yes



STOP & JOT

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

what are you going to.........
l—=, dO differently starting on Monday
research more about next week



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

i

| TS NOT YOUR GOALS THAT WILL LEAD |
| 70 YOUR SUCCESS BUT YOUR
| COMMITMENT TO THE PROCESS

{

|

JON GORDON

hank you!




