
Name: 

My bright goal

Not everything deserve the
same amount of energy.

 Small systems. Clear priorities. More

room to breathe.

rolling into a
Brighter year

with
organization!

Sort it out

My Word for the year: 

Must do Should do

Could do Let it go

Time-sensitive or
required

Important, but not
urgent

Not necessary
right now

Helpful when time
allows

Examples to inspire you Organize your time and energy!

Leave closer to
contracted

time

Organize one
space at a time

Assess in
shorter batches

Create a
weekly

planning
routine

Say no to
unnecessary

extras
Protect time for

what matters
Leave closer to

contracted
time

This year, I want to improve: 

Why this matters to me:

One small action I can repeat:

I will know it is working when:



What helps me stay

bright?

This year, I give myself permission to:

pause. reflect. reset.Make it easier

Planning time
Lunch
Contracted
hours
Family
Sleep
Creative time
Movement
Quiet time
Time with
colleagues
Clutterfree
workspace

One thing I can stop doing: 

What is working?

What still feels difficult?

What is one adjustment i can make?

my routine:

Materials I need:

My reminder will be:

Every ______________, 
I will
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Date      /  / 

Friday Reset

CLEAR ONE SURFACE

YOU’VE GOT THIS!

REFILL SUPPLIES

PREPARE MONDAY MATERIALS

CHECK THE CALENDAR

MONDAY’S TOP 3 TO DO’S

WRITE A POSITIVE NOTE HOME

UPDATE CALENDAR

REVISE WEEKLY SLIDES

YOU HAVE DONE ENOUGH!

PUT GRADES IN

______________________________

______________________________

______________________________

______________________________
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WRITE A POSITIVE NOTE HOME

UPDATE CALENDAR

REVISE WEEKLY SLIDES
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