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F. Y. I.  For Your Information


TIME MANAGEMENT

What is time management?

It’s the process of gaining control of your time -- controlling the whats and whens in your life and not letting your commitments run your life.

How do I take control of my time?

1. Determine how you currently spend and/or waste time.  Keep a log of what you do and how much time you spend doing it each day for one week.

2. Determine what you need/want to accomplish each week.  Keep a “things to do” list.

3. Determine how to accomplish your needs/wants for the week.  Prioritize, Plan and Schedule.

Creating a Time Management Schedule

Prioritize your needs and wants into three categories:

· MANDATORY REQUIREMENTS - commitments for certain times that cannot be changed (ie class time, work schedules and appointments)

· FLEXIBLE REQUIREMENTS - commitment’s that must be completed in the week but the times of completion are flexible ( study time, flex time, relaxation, household chores)

· SECONDARY REQUIREMENTS -  these are commitments that can be delayed to another week ( researching universities, going shopping)

What should be included in a time management schedule?         EVERYTHING

Everything that takes time to complete should be included in your schedule at first.  As you become proficient at time management, your schedule may not need to be as detailed as it was in the beginning.
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Designing a workable time management schedule. 

· Enter your mandatory requirements first

· Enter your flexible requirements second.

· Fill in remaining time with secondary requirements.

· Remember to include time for eating and sleeping.

· Always include time for relaxation and entertainment – you cannot be a good student if you do not have balance in your life!

· Schedule 2 one-hour blocks of time each week labeled flex time.  Flex-time is inserted in your schedule to help deal with unexpected time commitments.

HINTS FOR CREATING A SUCCESSFUL TIME MANAGEMENT SCHEDULE

be realistic about your time  
be firm - stick to your schedule 
schedule time for yourself  

study blocks should be no longer than 2 hrs. each  
take 15 minute breaks between study blocks 
determine your high energy time of day and schedule your 
hard requirements during that time
monitor how closely you follow your schedule and make
appropriate changes get proper rest

remember – there are only 168 hours in a week!!  

we cannot create more time!! 

we can only manage our time commitments!!
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