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Management and Planning 
Detailed Outline 

Part 2 of 4 

III. Be Organized 

God made us to manage life and to be organized and self-disciplined creatures. May I remind you, 

one of the fruit of the Spirit is self-control. We are not to be scatterbrained and waste time, money, 

and our gifts. We are to be stewards of these things. We must improve in our self-control. 

This is especially important today because we live in the age of distractions. There are so many 

distractions now that didn’t even exist 25 years ago. Movies, smartphones, TV, sports, internet— 

the ways people can get at you are endless. 

People are overcommitted, overburdened, and overworked. This is strongly impacting our 

churches and our spiritual lives.  It is your responsibility to get ahold of your life. Take control of 

technology and the time pressures you have. You need to be ruthless about this. If not, you will 

have no time for spiritual disciplines, such as prayer and mastering the Word of God. 

Let’s look at how we manage our time and be good stewards of the gifts God has given us. 

A. Organize your life and stay with it 

1. This is not a once-in-a-lifetime activity; throughout life, we are constantly to be organizing 

and rearranging our schedule and workload. You must step back and look at what you are 

doing and evaluate whether you are overcommitted or too busy.  

2. God has given us 24 hours in a day, and we are responsible to manage that time. God has 

given us work to do in those hours. We must organize and manage that work. 

3. Disorganized and undisciplined people are unhappy people. They never have anything 

done and can never really relax or rest because they are so far behind in everything.  

4. The person who brings order to their life is the happy person because they are the person 

who gets things done. 

5. There is an old saying: “If you want something done, give it to a busy person.” Some people 

have little to do, but you give them a job and they never get it done. But a person who has 

an orderly lifestyle will get things done. 

6. You have to build a mental concept of constantly bringing order and organization to your 

busy life. This is something you will need to do all of your life. 

B. Use a daily planner or a computer program  

1. We must manage time and the work that God has given us. You need something to help 

you plan your time.  

a) I like an old-school planner. It works for me.  

b) You may want to use your smartphone or your computer.  
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2. I carry my planner with me wherever I go. When I get assignments, make appointments, or 

have phone calls, I write them all down right away in my planner so I don’t forget.  

3. Illustration: I do this with prayer requests too, and I’ve told people about this. One Sunday, 

I was speaking to a young lady at the door of the church. She gave me a prayer request, but 

I didn’t have my planner to write it down. She stood there for a moment, and then she 

asked me, “Well, aren’t you going to write it down? You say you will forget it if you don’t.” 

So I went and found a place to write it down. I take people’s prayer requests very seriously 

and write them down so I don’t forget. 

4. Whatever method you choose, you need to have some system for keeping track of your 

appointments, responsibilities, prayer requests, and other things. 

C. Plan your day and week  

Let me give you some suggestions that could be life-changing for you. 

1. Every day, spend 5 minutes at the beginning or the end of the day and look over your day, 

or if you do this at night, the next day.  

a) Even if you write responsibilities down or keep track of them in your smartphone or 

computer, if you don’t look at them, it will be pointless.  

b) By going over your day, you will know what you have going on and your availability 

if things come up. 

2. Once a week, with your spouse and family, look over your calendar for the week and even 

the upcoming months. This only take minutes to do, but it will save you hours and much 

frustration.  

a) My wife and I do this almost weekly, and we have to in order to block out time for 

each other and for our family. If not, our days and weeks get filled with activities. We 

have to take control of all the requests and responsibilities that come to us, and we 

do this by coordinating our calendars.  

b) We also do this so we can block out time for rest and recreation, which we will 

discuss more later.  

3. If you are a very busy person, you may need to plan for the year or for the next year. If you 

don’t have a schedule in mind, you can over-book or double-book yourself. You must take 

control of the load of work that you have. 

4. You can even pray about your day as you look over your schedule, asking the Lord to give 

you wisdom and diligence in how you use your time. 

D. Create a checklist  

1. Again, you might want to use your smartphone or computer for this. I like to use paper and 

pen because that is most effective for me. 

2. I keep a checklist of jobs people give me. When I get a job done, I cross it off. If I don’t get 

something done, at least I know so I can do it later or delegate it to someone else. 
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3. I read recently in a magazine that people who keep lists and check things off as they do 

them preserve their memory better than those who do not. It is a good thing to keep an 

orderly mind and life and to keep track of things with lists. It also helps you relax because 

you can see your duties listed before you. 

E. Ask for advice from those who are organized 

1. I remember as a young student, I was struggling with self-discipline and organization. I 

was feeling overwhelmed, so I went to see the principal of our school. He was a very godly 

and very busy man. It was amazing the amount of work he could accomplish. I asked him 

to tell me his secrets of organizing his day and his workload. Although he had so much 

work to do, he was a joyful and effective man and still had time for his family and for God. 

2. If you find someone who is well-organized and can accomplish a lot, ask them to share 

their secrets with you so that you can improve in your organization and your effectiveness. 


