
 
63 Chestnut Road  l  Paoli, PA  19301  l  (610) 644-8182 

www.ManageADD.com 

MANAGEADD.COM 
William D. Morgan, Psy.D. 

 
 
 

 
 

How to Increase Structure 
 
Many tools and methods are valuable in helping you to develop  
increased structure in your life: 

• Lists—such as daily, weekly, monthly “to do” lists 

• A weekly/daily schedule 

• A calendar 

• A basic filing system 

• Writing down important items 

• Prioritizing tasks and things to do 

• Breaking down large projects into small chunks or steps 

• Reflect on your goals regularly and track you progress 

• Scan your calendar or schedule daily and revise as necessary 

• Post reminder notes in a visible location such as a bulletin board, mirror, refrigerator, 

etc. 

• Organize you workspace 

• Roladexes, bulletin boards, “in-out” boxes, a computer system, alarm watches, etc., etc. 
 
 
Structuring Tips: 

• Get help with getting and staying organized. 

• Take 15 minutes of beginning of each day for planning the day. 

• Plan your day and follow your plan. 

• Break large tasks into chunks. Establish a time-schedule for each. 
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• Keep your schedule with you and refer to it. When you take on a new task, put it in the 

schedule. 

• Don’t be overly “reactive.” Don’t abandon plans and priorities easily when other things  

come up. 

• Categorize tasks as A-B-C priority. 

• Give yourself deadlines. 

• Build rewards in for yourself. 

• Write things down that you think of so it won’t distract you. 

• Do it now. Have an “automatic attack attitude.” Don’t allow procrastination. 
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Dr. Bill Morgan is a psychologist in private practice in Paoli, PA, and adjunct faculty at 
Widener University. 
 
Dr. Morgan’s practice focuses on assessment and counseling for a variety of issues 
including ADHD and learning problems and disabilities. He has published several 
professional articles on ADHD and frequently speaks on the subject. Dr. Morgan is on the 
professional advisory board of Chester County CHADD. 
 
Dr. Morgan is a native of the Philadelphia  area and lives with his wife and three daughters 
in Havertown. 
 


