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The key to making a calendar work, of course, 
is to follow it. I respect the “appointments” I 
make with myself — to make a phone call or do 
the laundry — with at least as much seriousness 
as I do appointments with doctors, friends and 
colleagues. If I’m unable to complete a task in 
the allotted time, the first thing I do is reschedule 
it in the next available slot. 

A To Do list is merely a commitment but a 
calendar with appropriate times scheduled for 
completion of the To Do items is an enforcer. 
Honor your calendar and you honor your 
priorities, your goals, your very self. 

LIFE LIST
These days we’re all familiar with the term 

“bucket list,” made famous by the movie of the 
same name. I wrote my first bucket list, which I 
named, with somewhat uncharacteristic optimism, 
my Life List, when I was about 14 years old. I 
remember vividly the day when I sat down at 
my roll top desk and committed to paper all the 
things I wished to someday experience. 

My childhood up until that point had been 
beautiful but somewhat limited due to my 
inherent reservedness and my reticence to trust 
new people or try new things. I knew these 
qualities would take time to overcome but even 
at a young age, I felt that I could do it. It would 
require a plan and a methodical strategy. And, 
first and foremost, a list. 

My Life List at age 14 included a variety 
of tasks, many of which may seem modest to 
those unencumbered by shyness and fear. I 
am proud to declare that over the course of 
the following decade, I checked off every last 
item. Surprisingly, I went skiing, adopted a pet, 
planted a garden and sang in public all years 
before I finally got around to the first item on 
the list: eating a tomato raw and uncut, as if it 
were an apple. This particular snack, you see, is 
a messy proposition and I tend to avoid messes. 

long-term goals. All you will need to follow along 
is your Comprehensive List and a calendar, 
preferably electronic. 

It’s important to save your list to your computer 
desktop where it will be viewed daily. Develop 
separate lists for your workplace and your 
household/personal space. 

AWAITING
At the top of your Comprehensive List, create a 

category called “Awaiting.” This section will keep 
track of all the items that you’re waiting for other 
people to complete. Examples include payments, 
reimbursements and credits, mail order items, 
responses to requests or inquiries, and bills. 
Writing down such items helps ensure that you 
don’t forget them and saves you the stress of 
dwelling upon them on your drive home from 
work or during your son’s dance recital or in the 
middle of the night. 

TO DO AND A CALENDAR
Everyone knows about the To Do section. 

For our purposes, limit your To Do items to 
the immediate and the short-term. Save “lose 
10 pounds” and “write the next great American 
novel” for later. We’ll get there. 

My To Do section usually has a running list 
of groceries and household items I need to 
purchase, as well as birthday gifts and other 
specialty needs. I like to list my more time-
sensitive items, such as ordering medication 
refills, toward the top. Less urgent items, such as 
updating my blog, can be lower down. 

Right now you’re probably thinking, “Yeah, I 
know. Duh,” or something to that effect. Here’s 
where I blow your mind. Everything on my To 
Do list gets entered into my calendar. That’s 
right. Every last item — grocery shopping, dry 
cleaning, even phone calls get transferred from 
my Comprehensive List into my Master Calendar, 
which is the secret to my organizational success. 

A List to Live By
A step-by-step guide to effective goal-setting 

You won’t be surprised that, as a professional 
organizer, I live and die by the List. From 
groceries to goal-setting, most Americans 
know that the first step toward accomplishing 
something is to write it down. Like so much 
else that is American, however, many of us 
tend toward a proliferation of lists, which like a 
proliferation of file folders, negates their entire 
purpose. 

The Golden Rule of list making is that there 
can only be one true list. So before you read 
on, gather together all the scraps and notes 
from your handbag, your car, your desktop 
and refrigerator, and type them into a single 
electronic document. From now on, when you 
think of an addition to your list, rather than 
jotting it down on the nearest sticky note, 

email it to yourself. Take a moment each day 
to incorporate those emailed items into your 
Comprehensive List. 

Once you have all of your data in one place, 
the next step is to categorize and prioritize 
your tasks. Here I will detail my tried and 
true strategies for managing my time and 
responsibilities while staying focused on my 

Marin Rose owns and operates Functional, Fashionable, a professional 
organizing, decorating and home staging business that also provides 
Masters preparation services. Marin comes to Augusta from Washing-
ton, D.C. For more information visit functionalfashionable.com.


