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Why is organization important?

■ If you’re organized, you have what you need when you 

need it.

■ Being organized makes your day run smoother and 

saves you time.

■ When you’re organized, you’ll feel less stressed and 

more in control.

■ Being organized will not only make you a better 

student, but it will help you succeed in your career and 

in life.  



Are you 
disorganized?

Think about the 
following 
questions. 

■ Do you waste time looking for 

things? 

■ Do you often forget to bring what 

you need to class?

■ Are there loose papers in your 

notebook, locker, or bookbag?

■ Do you often finish assignments 

at the last minute?



IF YOU ANSWERED YES TO ANY OF THESE 
QUESTIONS, YOU MIGHT NEED TO WORK ON 

ORGANIZATION. 

LET’S GET STARTED! 



Tip # 1 – Use a Student Planner

■ Important dates, such as the beginning and ending dates of each term, 

exam dates, special events, and days the school will be closed for 

holidays and vacations.

■ Daily assignments, quizzes, and tests.

■ Projects and papers. Break large assignments down into smaller, more 

manageable parts to complete over the course of several days.

■ Activities and appointments, such as practices, social events, and 

more. 

Using a student planner every day is one of the best ways to stay on top of everything 

you have to do. Here are a few things you should write in your planner. 



Tip #2 – Organize Your Stuff

■ Keep your study area clean and well-stocked so you have everything you need and 

don’t waste time looking for things. Equip your study area with paper, pencils, pens, 

a calculator, stapler, paper clips, ruler, highlighters, etc.

■ Keep your notes and handouts organized. Three-ring binders work well because you 

can easily insert handouts. Make sure all your classes have their own folder or 

notebook. 

■ Organize and back up computer work. Save your work often and back up your files in 

a cloud service, like Dropbox or Google Drive. Be sure to also regularly clean up and 

organize your files. 



Tip #4 – Develop Routines

■ Before you go to bed each night, get everything ready for the next day.

■ Put your backpack and anything else you need in the same place each night. 

■ Figure out what you’re going to wear the night before.

■ Get up early enough in the morning to have a good breakfast and get ready. 



Tip #5 – Create a Study Plan 

■ Know when you study best and create a study plan that works for you. If studying 

right before bed is hard for you, study at a different time, like right after school or 

after dinner. 

■ Check your planner to see everything you need to get done, and decide the order 

you’re going to do it. 

■ Always give yourself enough time. Don’t start big assignments the night before 

they’re due! 



Tip #6 – Make To-Do Lists

■ Having a to-do list allows you to focus on what you need to do instead of 

wasting time worrying about how you’re going to get everything done. 

■ Each night, make a to-do list for the next day. Prioritize the items on your list to 

ensure the most important things get done first.

■ To prioritize your tasks, rate each item as an A (must do today), B (should do 

today) and C (would like to do today, but can wait). 

■ Rank each of the As in the order or importance (1, 2, 3). Do the same with the 

Bs and Cs.

■ Rewrite your list with the As at the top (in order of importance), followed by Bs 

and Cs. 

■ Focus on one task at a time, and put any unfinished items on tomorrow’s list. 



WHAT CAN YOU DO TO 
BE MORE ORGANIZED?
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