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Keys to Time Management!

~
4 .
Plan Each Day \ Evaluate your Time N
Planning your day can help " "
. Keep a diary of everything you do for
you accomplish more and feel ) , —_—
. . three days to determine how you're
more in control of your life. di " Look for i V) —
Write a to-do list, putting the spending yourtime. Loo ) ortime ) —
. that can be used more wisely. For
most important tasks at the V —
example, could you take a bus to
L top. V) —
- 7 work and use the commute to catch
up on reading?
N /)
Prioritize your Tasks Y [ 10 Minute Rule R\
S Time-consuming but relatively If you have a task you are not
4 unimportant tasks can take up a lot looking forward to, work on it
S of your day. Prioritizing tasks will for 10 minutes each day.
J ensure that you spend your time Once you get started, you may
S and energy on the tasks that are find you can finish it.
truly important to you. - /)
< Z) .
r ~ Limit Distractions )\
Take a Break! \
: Block out time on your calendar
Too much stress can d.era|l for big projects. During that time,
your attempts at getting close your door and mute your
organized. When you need a phone and emails. Try to put any
break, take one. Take a walk. known distractions out of sight
Do some quicllz stretches at and reach.
our workstation.
4 ) < /)
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Time Management

Getting Organized: Creating a
Week’s Plan

1.) Make a list
é] Your list should include everything you need to do in a
typical week. Including ALL activities - not just school

work.

2.) Gonvert the list into calendar format

Add all of your activities and tasks to a planner or calendar
based on when you plan to work on or attend them.

3.) Prioritize your activities

Determine the importance of each activity based on urgency,
value, and effort. To help, place a number signaling how
important an activity is next to it on your calendar.

4.) Gomplete your tasks IN ORDER

Now, use this to revise your calendar and plan out what you
want to do each day. Complete the daily tasks in order of
importance.




