100 Life Pro Tips for Everyday Efficiency
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Serial
N Tip Name Category Description
0.
Health & Plan and cook meals for the week to save time and reduce
1 Meal Prep Weekly . . :
Wellness daily decision fatigue.
Digital Store and autofill passwords securely with tools like
2 Use a Password Manager o
Organization  |LastPass or 1Password.
, Financial , , ,
3 |Automate Bill Payments . Set up auto-pay for recurring bills to avoid late fees.
Efficiency
- Time . : :
4 |Batch Similar Tasks Group errands, calls, or emails into dedicated time blocks.
Management
_ Home : .
5 | Declutter Before Buying o Follow the "one in, one out" rule to avoid clutter.
Organization
6 |Keep a "Done" List Productivity Track completed tasks to stay motivated and reflect on
Mornin
7 |Use Cold Brew Coffee Routineg Prep coffee overnight for a quick grab-and-go morning.
Label pantry jars, cables, and storage bins for eas
8 |Label Everything Organization |, p , e J /
identification.
Time Plan clothes the night before to save morning decision
9 | Set Outfits Night Before _ J J
Management |time.
Cookin
10  |Invest in Slow Cooker . J Toss ingredients in a slow cooker for hands-free meals.
Efficiency
Simplify your closet to 3040 versatile items to reduce
11 |Use a Capsule Wardrobe Minimalism p v
choice overload.
Home Designate a spot for keys, wallets, and mail to avoid
12 |Create a Drop Zone L , ,
Organization  misplacing them.
Digital Learn shortcuts (Ctrl+C/V, Alt+Tab) to speed up computer
13 |Master Keyboard Shortcuts g , ( 4 ) P P P
Efficiency tasks.
: : Food o : : :
14 |Freeze Leftovers in Portions Freeze meals in single servings for quick reheating.
Management
Time : - : .
15 |Use a Shared Calendar Sync family/work schedules digitally to avoid conflicts.
Management
16 |Keep a Donation Box Decluttering Toss unused items into a box and donate monthly.
Opt for Multi-Purpose Use vinegar, baking soda, or all-in-one sprays for most
17 > SR Home Efficiency V,I 2 = ! AEY
Cleaners cleaning tasks.
Mornin Place one alarm across the room to force yourself out of
18 |Set Two Alarm Clocks ,I J e -
Routine bed.
19 Use a "30-Day Rule" for Financial Wait 30 days before buying non-essential items to curb
Purchases Efficiency impulse spending.
Save inspiring quotes, templates, or ideas for quick
20 |Keep a Swipe File Productivity P9 9 P q
reference.
Health & , , ,
21 |Pre-Pack Gym Bags Prep workout gear the night before to stick to fitness goals.
Wellness
: Time : . :
22 |Use the 2-Minute Rule If a task takes <2 minutes, do it immediately.
Management
Digitize Important o Scan IDs, receipts, and warranties to cloud storage for easy
23 Organization

Documents

acCcess.
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Batch Cook Staples

Install a Key Hook

Use a Reusable Water Bottle

Set Phone Downtime

Keep a "Gift Closet"

Use a Rolling To-Do List

Opt for Subscription
Services

Store Like with Like

Use a Standing Desk

Keep a Car Phone Charger

Practice the One-Touch Rule

Use a Junk Drawer
Strategically

Pre-Chop Snack Veggies
Create a Morning Playlist

Use a Pill Organizer

Keep a "To-Donate" List

Opt for Dual-Purpose
Furniture

Sync Grocery Lists Digitally
Use a Timer for Chores

Keep Spare Toiletries

Batch Holiday Shopping

Use a Laundry Schedule

Keep a "Waiting" List

Use a Digital Wallet

Freeze Herbs in Oil

Create a "No-Spend" Day

Cooking
Efficiency

Home
Organization

Sustainability

Digital Wellness

Financial
Efficiency

Productivity

Time
Management

Home
Organization

Health &
Wellness

Preparedness

Productivity

Organization

Health &
Wellness

Mindset

Health &
Wellness

Minimalism

Cook rice, beans, or proteins in bulk for multiple meals.

Hang keys by the door to avoid last-minute searches.

Carry a bottle to stay hydrated and reduce plastic waste.

Enable "Do Not Disturb" during focused work or family
time.

Stockpile small gifts (candles, books) for last-minute
occasions.

Prioritize 3 daily tasks and roll unfinished items to the next
day.

Automate deliveries for staples like toilet paper, pet food,
or coffee.

Group similar items (baking tools, tech gadgets) in
designated zones.

Alternate sitting and standing to reduce back strain.
Avoid dead batteries during commutes or emergencies.

Handle mail/emails once—reply, file, or trash immediately.

Designate one drawer for random items to contain clutter.

Store cut carrots, celery, or peppers for quick snacks.

Start the day with energizing music to boost mood.

Sort weekly medications/supplements to avoid missed
doses.

Note items you no longer need and donate them monthly.

Home Efficiency|Use storage ottomans or foldable tables to save space.

Time
Management
Productivity

Preparedness

Financial
Efficiency
Home
Organization
Time
Management
Financial
Efficiency
Cooking
Efficiency
Financial
Efficiency

Share a cloud-based list (e.g., Google Keep) with household
members.

Set a 10-minute timer to tackle cleaning tasks quickly.

Stock extra toothpaste, soap, or toilet paper to avoid last-
minute runs.

Buy gifts during sales (e.g., Black Friday) to save time and
money.

Assign specific days for washing, folding, and putting away
clothes.

Use idle time (commutes, queues) to read, plan, or listen to
podcasts.

Store loyalty cards, tickets, and coupons on your phone.

Preserve fresh herbs by freezing them in olive oil cubes.

Designate one day a week to avoid unnecessary purchases.
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Use a Shoe Organizer

Keep a Reusable Tote in
Your Car

Use Voice Commands

Pre-Make Smoothie Packs

Designate a "Tech-Free"
Zone

Use a "Maybe" Box

Opt for Multi-Tasking
Products

Keep a Travel Kit Ready

Use the 80/20 Rule

Store Phone Numbers
Digitally

Batch Holiday Cards

Use a "Brain Dump" Journal

Keep a Car Emergency Kit

Use Reusable Containers

Opt for Auto-Save Features

Use a Weekly Cleaning
Schedule

Keep a "Grocery Price Book"

Use a Pillow Spray
Create a "5-Minute Tidy"
Habit

Use a Digital Recipe Box
Keep Spare Batteries

Opt for Foldable Storage

Use a "Waiting" Email Draft

Keep a "One-Touch"
Laundry System
Use a Gratitude Journal

Freeze Soups in Mason Jars

Use a Charging Station

Home
Organization

Sustainability

Digital
Efficiency

Health &
Wellness

Digital Wellness
Decluttering

Minimalism

Preparedness
Productivity
Organization

Time
Management

Mindset

Preparedness

Sustainability

Financial
Efficiency
Home
Organization
Financial
Efficiency
Sleep Hygiene
Home
Organization
Cooking
Efficiency
Preparedness

Home Efficiency

Productivity

Home
Organization
Mindset

Food
Management

Organization

Hang organizers on doors for shoes, accessories, or
cleaning supplies.

Avoid plastic bags by always having a tote handy.

Set reminders, alarms, or lists via Siri, Alexa, or Google
Assistant.

Freeze pre-portioned smoothie ingredients for quick
blending.

Ban screens from the bedroom or dining area to improve
focus/sleep.
Store unsure items for 3 months; donate if unused.

Use coconut oil for cooking, moisturizing, and hair care.

Prep toiletries, chargers, and snacks in a go-bag for last-
minute trips.

Focus on the 20% of tasks that yield 80% of results.

Save contacts to the cloud to avoid losing them.

Write and address cards in one sitting to save time.

Write down all thoughts before bed to clear your mind.

Include jumper cables, a flashlight, and first-aid supplies.

Replace single-use wraps with beeswax wraps or glass
containers.

Automatically transfer 10% of income to savings.

Split chores by day (e.g., Mondays: bathrooms, Tuesdays:
vacuuming).

Track prices to identify the best deals at stores.

Spritz lavender mist on pillows to improve sleep quality.
Spend 5 minutes daily tidying high-traffic areas (kitchen,
entryway).

Save favorite recipes to apps like Paprika for easy access.

Stock AA/AAA batteries for remotes, toys, or gadgets.

Use collapsible bins or furniture for flexible space
management.

Draft emails during downtime to send later.

Sort dirty clothes into washable bins to skip pre-sorting.

Write 3 things you're grateful for each morning.

Portion and freeze soups for easy reheating (leave room for
expansion).

Designate a spot for phones, tablets, and laptops to avoid
lost cords.
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Keep a "Quick Fix" Kit

Use the "Pomodoro
Technique"

Opt for Digital Subscriptions

Keep a "Staple Meals" List

Use a "No-Shoes" Policy
Indoors

Keep a "Car Maintenance"
Calendar

Use a "Weekly Reset"
Routine

Opt for Multi-Use Apps

Keep a "Gift Ideas" List

Use a "15-Minute Cleanup”
Timer

Keep a "Water First" Habit

Use a "Digital Detox" Day

Opt for Reusable Filters

Home Efficiency|Store duct tape, WD-40, and super glue for minor repairs.

Time
Management

Sustainability

Cooking
Efficiency

Home
Organization

Preparedness

Productivity

Digital
Efficiency
Financial
Efficiency
Home
Organization

Health &
Wellness

Digital Wellness

Sustainability

Keep a "Spice Inventory" List| Cooking

Use a "Two-Minute Tidy"
Rule

Keep a "Life Admin" Day

Use a "No-Screen" Morning

Opt for LED Bulbs

Keep a "Digital Receipts"
Folder

Use a "Weekly Menu" Board

Keep a "Don’'t Forget" List

Use a "10-Minute Walk"
Habit

Opt for Cloth Napkins

Keep a "Life Wins" Journal

Home
Organization

Time
Management

Mindset

Financial
Efficiency

Organization

Cooking
Efficiency

Preparedness

Health &
Wellness

Sustainability

Mindset

Work in 25-minute focused intervals with 5-minute breaks.

Cancel paper bills/magazines and switch to digital versions.

List 10 go-to recipes for stress-free meal planning.

Reduce dirt and cleaning time by leaving shoes at the door.

Track oil changes, tire rotations, and inspections.

Spend 30 minutes Sundays planning meals, outfits, and
tasks.

Use apps like Notion for notes, tasks, and project
management.

Note friends’ preferences to avoid last-minute shopping.

Speed-clean one room daily to maintain tidiness.

Drink a glass of water before coffee or snacks to stay
hydrated.

Unplug one day a week to recharge mentally.

Use washable HVAC or coffee filters to reduce waste.
Track spices to avoid duplicates and plan recipes.

Tidy small messes immediately (e.g., spills, clutter).

Dedicate one day a month to appointments, paperwork,
and errands.

Avoid phones/TV for the first hour of the day to reduce
stress.

Save energy and reduce electricity bills with LED lighting.

Save e-receipts to cloud folders for easy returns or
warranties.

Display the week’s meal plan to streamline grocery
shopping.

Note items to grab before leaving home (keys, lunch,
laptop).

Boost energy and focus with daily short walks.

Reduce paper waste with washable cloth napkins.

Document small victories to build confidence and gratitude.

For more practical tips and career advice, follow HR Swati Sharma on LinkedIn




