
 

  

Organizational Systems for Task Management 

Task management systems are the foundation of effective organization. They are key for 

maintaining a clear, productive, and manageable daily life. These tools are intended to 

work in sync with your existing routines and can be customized to fit your preferences, 

with the ultimate goal of building a habit-driven system that supports your success. 

This guide outlines the core principles and actionable steps for building and maintaining 

an organizational system, from initial setup and prework, to creating your task 

management system, and establishing a prioritization strategy and daily routines. 

 

Guidelines  

To get the most out of your organizational system, keep the following in mind: 

• Use one centralized system to replace all notes, to-do lists, and reminders.  

This system should provide a clear overview of everything you need to do. 

• New tasks—whether they come from calls, emails, meetings, or notifications 

should go directly on your master list. 

• Appointments and time-bound tasks should go on your calendar immediately. 

• Review your task list daily to stay current and in control. 

• Don't aim for perfection. The most important step is to capture every task. 

Refinement can always be added later. 

• Choose familiar tools. Stick with systems and platforms you're already 

comfortable with. Learning new tools while building habits can become a barrier. 

  



 

  

Prework 

Disorganization can show up in many forms: a cluttered inbox, misplaced files, or a 

chaotic workspace. Without reliable systems, important information can be lost, 

deadlines missed, stress heightened, or even financial setbacks. 

Before creating your system, take the time to: 

1. Assess problem areas: Identify where you experience the most disorganization 

(e.g., physical paperwork, digital files, email, or general task tracking). 

2. Choose your system location: Decide where your central system will live—this 

could be digital (e.g., Notion, Google Tasks) or physical (e.g., notebook, planner). 

3. Define categories: Start with broad categories and subcategories as applicable. 

(e.g., for file organization, you might have folders for "Finance," "Marketing”  

4. Gather materials: Purchase any supplies needed to support your system. 

5. Use the OHIO method (Only Handle It Once): Be decisive with all items, 

whether physical or digital. Avoid creating a "decide later" pile. 

6. Break large tasks into smaller steps: Overwhelmed? Try chunking your setup by: 

o Time (e.g., “Work on organizing for 20 minutes”) 

o Item count (e.g., “Handle the first 20 emails”) 

o Category (e.g., “Sort all finance-related documents”) 

7. Schedule time: Set specific times to use and review your system. 

8. Reward consistency: Celebrate progress! Practice until it becomes a habit. 

  



 

  

The Master List 

Your master list is the heart of your task management system. It serves as a record to 

capture everything from small errands to major projects to ensure that no task, 

responsibility, or deadline slips through the cracks. 

Building the Master List 

When creating your Master List, don't worry about organization or formatting at first. 

The goal at this stage is simply to capture the full scope of what needs to be done and 

reduce mental clutter. You can prioritize and plan more effectively once you see 

everything in one place. 

Include everything that comes your way—notes, to-do lists, tasks from calls, emails, 

meetings, or notifications. Keep adding to this list as new tasks arise, and keep tasks 

there until they’ve been completed. 

Once you've captured your full list, you may find it helpful to organize or color-code 

tasks into categories such as: 

• Finance 

• Admin 

• Long-Term Goals 

You can tailor these categories based on your needs and adjust as your system evolves. 

 

  



 

  

Prioritization & Planning 

Once your master list is in place, the next step is deciding what to do first. 

Not all tasks are created equal. A clear prioritization strategy helps ensure high-impact, 

time-sensitive, or consequence-heavy tasks are completed before lower-priority items. 

The following are a few methods you can use to structure your priority system. Editable 

versions of these tools will be provided at the end of this guide. 

The A-B-C Method 

This method organizes tasks into three priority levels, helping you focus on what 

matters most while keeping less critical items in view—but out of the way.  

You can use this system by sorting each task on your master list into category A, B, or C, 

or creating separate lists for each category.  

Use the following definitions to assign tasks to each category: 

• A – High Priority 

Critical tasks that are time-sensitive, essential, or carry significant consequences if 

not completed. These are your must-dos. 

• B – Medium Priority 

Important but less urgent tasks. These may have future deadlines, or be beneficial 

but not critical. These are your should-dos. 

• C – Low Priority 

Nice-to-have tasks or those with no real deadline or impact. These are your 

could-dos, and some may even be delegated or removed. 

Note: Task priority is fluid. Be mindful not to overload the A list. Focus on what truly matters now.  

As deadlines approach or circumstances change, you can reassign tasks to other categories. 

  



 

  

The Eisenhower Matrix 

Also known as the Urgent-Important Matrix, this method helps you prioritize tasks by 

evaluating them based on urgency and importance, and dividing them into four distinct 

quadrants, guiding you on what to do immediately, schedule, delegate, or eliminate. 

While urgency and importance may seem similar, they serve different functions: 

Urgent tasks require immediate attention.  

They are time-sensitive and often have consequences if delayed. 

Important tasks contribute to large scale priorities or operational outcomes.  

They may not require immediate action but have a meaningful impact.  

Evaluate your tasks on these criteria and assign them to the following categories: 

• Do – Urgent + Important 

Tasks in this quadrant are your highest priority and must be addressed first. 

They have pressing deadlines and significant consequences.  

• Schedule – Important + Not Urgent 

These are tasks that are important for operations or strategic goals, but don’t 

require immediate action. You can proactively calendar time to complete them. 

• Delegate – Urgent + Not Important 

These tasks require prompt action, not your direct involvement By delegating 

tasks that others can manage, you free up your time for more impactful work.  

• Delete – Not Important + Not Urgent  

Tasks in this quadrant don’t contribute to key priorities or require timely action. 

They can often be postponed indefinitely or eliminated altogether. 

 

  



 

  

Using the System 

Once your tasks are prioritized, you’re ready to begin putting your system into action. 

The best way to stay on track is using a daily task list to plan what you intend to complete 

today. This list draws from your master list and keeps you focused on your top priorities. 

The key habit here is intentional reflection: each day, pause and ask yourself: 

• What is the most important thing I need to do today? 

• What must be completed before the day ends?   What can wait? 

Daily Routine 

At your chosen time each day, follow this routine to stay up to date and productive: 

1. Review and update your master list 

Cross off completed tasks, add new ones, and categorize each by priority level. 

2. Add appointments to your calendar 

Any time-bound task should be scheduled in your calendar. 

3. Build your daily to-do list 

Select high priority tasks from your master list to complete today. 

Carry over any incomplete tasks from the previous day to the next day's list. 

With consistent use, you’ll gain a realistic sense of what you can accomplish daily.  

Over time, your system will help you prioritize capacity and goals, not just urgency. 

 

Quick Tips for Success 

• Use your system every day—consistency is key 

• Ensure all tasks are categorized and completed by priority level 

• Schedule all time-bound tasks in your calendar 

• Leave room for error and unexpected changes—adapt as needed 

• Reward yourself for using the system and completing key task
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