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The secret of getting ahead is getting started. The secret of 
getting started is breaking your complex overwhelming tasks 
into small manageable tasks, and then starting on the first 
one. 

                                      -Mark Twain 
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TIME 

 
To realize the value of one year: 

Ask a student who has failed a final exam. 
 

To realize the value of one month:  
Ask a Mother who has given  

birth to a premature baby.  
 

To realize the value of one week: 
Ask an editor of a weekly newspaper. 

 
To realize the value of one hour: 

Ask the lovers who are waiting to meet. 
 

To realize the value of one minute:  
Ask a person who has missed  

the train, bus or plane.  
 

To realize the value of one second: 
Ask a person who has survived an accident. 

 
To realize the value of one millisecond: 

Ask the person who has won a 
silver medal in the Olympics. 

 
Time waits for no one.   

Treasure every moment you have. 
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TIME MANAGEMENT 
  

11..  WWhhyy  iiss  lleeaarrnniinngg  aabboouutt  ttiimmee  mmaannaaggeemmeenntt  iimmppoorrttaanntt??  
••  RReedduucceess  ssttrreessss  &&  aannxxiieettyy..  
••  RReedduucceess  tthhee  ffeeaarr  ooff  ffaaiilluurree..  
••  RReedduucceess  ccoommpplleettiinngg  ttaasskkss  aatt  aa  mmeeddiiooccrree  lleevveell..  
••  PPrreeppaarraattiioonn  iimmpprroovveess  yyoouurr  ccoonnffiiddeennccee..  
••  PPrreeppaarraattiioonn  mmaakkeess  tthhee  ddaayy  rruunn  mmoorree  ssmmooootthhllyy..  

  
22..  AArree  yyoouurr  pprriioorriittiieess  rreeaalliissttiicc??  

HHooww  mmaannyy  tthhiinnggss  ddoo  yyoouu  ccoommmmiitt  ttoo??  
oo  ____WWoorrkk  
oo  ____FFaammiillyy  
oo  ____FFrriieennddsshhiippss  
oo  ____AAccttiivviittiieess  
oo  ____SScchhooooll  
oo  ____SSppiirriittuuaall  lliiffee  
oo  ____VVoolluunntteeeerr  wwoorrkk  
oo  ____HHoouussee  wwoorrkk  
oo  ____EExxeerrcciissee  pprrooggrraamm  
oo  ____OOtthheerr____________________________  

  
        33..  DDoo  yyoouu  ffeeeell  oovveerr  eexxtteennddeedd??    TToooo  mmuucchh  ttoo  ddoo  aanndd  nnoott  eennoouugghh  ttiimmee  ttoo  ddoo  tthheemm??  

••  DDoo  yyoouu  ppllaann  aahheeaadd??  
••  AArree  yyoouu  rreeaalliissttiicc  aabboouutt  tthhee  ttiimmee  iitt  ttaakkeess  ttoo  ccoommpplleettee  aann  aassssiiggnnmmeenntt??  
••  AArree  yyoouu  aawwaarree  ooff  tthhee  11--uunniitt  ==  22--hhoouurr  ssttuuddyy  rruullee??  

oo  FFoorr  eevveerryy  uunniitt  yyoouu  ttaakkee  yyoouu  sshhoouulldd  eexxppeecctt  ttoo  ssttuuddyy  ttwwoo  hhoouurrss  aa  wweeeekk..      
oo  IIff  yyoouu  aarree  aa  ffuullll  ttiimmee  ssttuuddeenntt  ttaakkiinngg  1122  uunniittss  yyoouu  wwiillll  ssttuuddyy  cclloossee  ttoo  

2244  hhoouurrss  aa  wweeeekk..  
((1122  uunniittss  xx  22  hhoouurrss  aa  wweeeekk  ==  2244  hhoouurrss  ooff  ssttuuddyy  ttiimmee))  

oo  IIff  yyoouu  aatttteenndd  ccllaasssseess  ffoorr  1122  hhoouurrss  aa  wweeeekk  ((1122  uunniittss))  aanndd  ssttuuddyy  2244  
hhoouurrss  aa  wweeeekk  yyoouu  ccaann  eexxppeecctt  ttoo  hhaavvee  aa  3366--hhoouurr  aa  wweeeekk  
ccoommmmiittmmeenntt  ttoo  yyoouurr  ccoolllleeggee  eedduuccaattiioonn..    

  
44..    SSttuuddyyiinngg!!  

••  FFiigguurree  oouutt  yyoouurr  ppeeaakk  lleeaarrnniinngg  ttiimmee  dduurriinngg  tthhee  ddaayy..  
••  TTrryy  aanndd  ssttuuddyy  aatt  tthhee  ssaammee  ttiimmee  eevveerryy  ddaayy..  
••  FFoorr  mmaaxxiimmuumm  rreetteennttiioonn,,  ssttuuddyy  iinn  5500  mmiinnuuttee  iinntteerrvvaallss..  ((SSeeee  wwhhaatt  wwoorrkkss  ffoorr  

yyoouu!!  MMaayybbee  eevveerryy  2200--3300  mmiinnuutteess!!))  
••  TTaakkee  aa  ffiivvee--mmiinnuuttee  bbrreeaakk  aafftteerr  aa  5500  mmiinnuuttee  ssttrreettcchh  ttoo  lleett  tthhee  iinnffoorrmmaattiioonn  

““ssiinnkk  iinn””..  
••  SSttuuddyy  iinn  aann  aarreeaa  ccoonndduucciivvee  ttoo  lleeaarrnniinngg..  
••  KKeeeepp  iinntteerrrruuppttiioonnss  aanndd  nnooiissee  ttoo  aa  mmiinniimmuumm..  
••  BBee  ffeedd  aanndd  rreesstteedd..  
••  PPaaccee  yyoouurrsseellff..    GGooiinngg  ttoooo  ffaasstt  lleeaaddss  ttoo  eerrrroorrss  aanndd  ggooiinngg  ttoooo  ssllooww  rreessuullttss  iinn  

bboorreeddoomm..  
••  UUssee  ddiiffffeerreenntt  lleeaarrnniinngg  ssttyylleess  ttoo  iinnccrreeaassee  rreetteennttiioonn..    SSttaanndd  uupp,,  wwaallkk,,  ppaaccee,,  

ttaallkk  oouutt  lloouudd,,  ssiitt  nneeaarr  aa  wwiinnddooww  ffoorr  nnaattuurraall  lliigghhtt,,  hhaavvee  aa  ssttuuddyy  ppaarrttnneerr..    
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55..  CCaann  yyoouu  ssaayy  ““NNOO!!””??  

••  BBeeiinngg  aabbllee  ttoo  ssaayy  nnoo  iiss  aa  sskkiillll  tthhaatt  aa  ppeerrssoonn  nneeeeddss  ttoo  lleeaarrnn..  
••  IIff  yyoouu  aarree  aasskkeedd  ttoo  ddoo  ssoommeetthhiinngg  tthhaatt  wwiillll  aaffffeecctt  yyoouurr  ssttuuddiieess::  CChheecckk  ttoo  sseeee  

iiff  iitt’’ss  ssoommeetthhiinngg  yyoouu  rreeaallllyy  wwaanntt  ttoo  ddoo..  CCoonnssiiddeerr  hhooww  iitt  wwiillll  aaffffeecctt  yyoouurr  
ssttuuddyy  ttiimmee  oorr  ccoolllleeggee  ssuucccceessss..  AAsskk  yyoouurrsseellff  iiff  iitt  wwiillll  ccrreeaattee  ssttrreessss  tthhaatt  yyoouu  
wwoouulldd  rraatthheerr  ddoo  wwiitthhoouutt..    

••  TThhiinnkk  aabboouutt  ddeellaayyiinngg  yyoouurr  aannsswweerr  iinn  oorrddeerr  ttoo  ffiigguurree  oouutt  wwhhaatt  yyoouu  wwaanntt  ttoo  
ddoo  aanndd  ppeerrhhaappss  ccoommpprroommiissee  aa  ssoolluuttiioonn  ffoorr  aannootthheerr  ttiimmee..  

  
66..  RReewwaarrdd  YYoouurrsseellff!!  

••  RReewwaarrddiinngg  yyoouurrsseellff  ffoorr  ccoommpplleettiinngg  aa  ttaasskk  iiss  aann  iimmppoorrttaanntt  ppaarrtt  ooff  bbeeiinngg  aa  
ssttuuddeenntt..    PPssyycchhoollooggiiccaallllyy  wwee  nneeeedd  ssoommee  ssoorrtt  ooff  rreeccooggnniittiioonn  ooff  aa  jjoobb  wweellll  ddoonnee..    
SSoommee  sshhoorrtt  tteerrmm  rreewwaarrddss  ccaann  bbee  wwaattcchhiinngg  aa  rreeccoorrddeedd  TTVV  sshhooww,,  ttaallkkiinngg  ttoo  aa  
ffrriieenndd  oonn  tthhee  pphhoonnee,,  hhaavviinngg  ccooffffeeee  wwiitthh  ssoommeeoonnee  oorr  bbuuyyiinngg  aa  CCDD..    

••  LLoonngg--tteerrmm  rreewwaarrddss  aarree  uusseedd  wwhheenn  aa  bbiigg  tteesstt  oorr  ppaappeerr  iiss  ffiinniisshheedd,,  aa  
sseemmeesstteerr  iiss  ccoommpplleetteedd,,  aa  cceerrttiiffiiccaattee  oorr  aa  ddeeggrreeee  iiss  oobbttaaiinneedd..  TThheessee  rreeqquuiirree  
ssoommee  mmoorree  mmeeaanniinnggffuull  rreewwaarrddss  ssuucchh  aass  aa  ttrriipp  ttoo  tthhee  mmoouunnttaaiinnss  oorr  ttoo  tthhee  
bbeeaacchh,,  aa  vviissiitt  ttoo  aa  mmuusseeuumm  oorr  ggaalllleerryy,,  lliivvee  mmuussiicc  oorr  lliivvee  ccoommeeddyy..    TThhee  iiddeeaa  
iiss  ttoo  ttrreeaatt  yyoouurrsseellff  ttoo  ssoommeetthhiinngg  ssppeecciiaall  ((ffoorr  ffrreeee  oorr  ffoorr  cchheeaapp))..  

••  RReewwaarrddss  sshhoouulldd  bbee  mmeeaanniinnggffuull  aanndd  sshhoouulldd  mmaakkee  yyoouu  ffeeeell  ggoooodd..  
  
  

77..  PPllaannnniinngg  yyoouurr  ttiimmee..  
••  MMaakkee  aa  lliisstt  ooff  tthhiinnggss  ttoo  ddoo  ttooddaayy  aanndd  kkeeeepp  iitt  rreeaassoonnaabbllee..  
••  MMaakkee  uussee  ooff  aann  aappppooiinnttmmeenntt  bbooookk  ttoo  kkeeeepp  ttrraacckk  ooff  yyoouurr  sscchheedduullee..  
••  AA  ppeerrffeecctt  ttooooll  ffoorr  tthhee  ssttuuddeenntt  iiss  tthhee  88  11//22  xx  1111  mmoonntthhllyy  ccaalleennddaarr  bbooookk  tthhaatt  

ooppeennss  uupp  iinnttoo  aann  1111  xx  1177  ppaaggee  ppeerr  mmoonntthh..    TThhiiss  ccaalleennddaarr  aalllloowwss  aa  ssttuuddeenntt  ttoo  
rreeccoorrdd  aallll  rreeqquuiirreedd  wwoorrkk  ffoorr  tthhee  sseemmeesstteerr,,  ddaayy  bbyy  ddaayy..    AAtt  aa  ggllaannccee  yyoouu  ccaann  
sseeee  wwhhaatt  iiss  dduuee  aanndd  wwhhaatt  iiss  ccoommiinngg  uupp..      

••  UUssee  ccoolloorr  hhiigghhlliigghhtteerr  ttoo  eemmpphhaassiiss  iimmppoorrttaanntt  aassssiiggnnmmeennttss..  
••  MMaakkee  ssuurree  yyoouu  ggiivvee  yyoouurrsseellff  ffrreeee  ttiimmee  ffoorr  ffuunn  aanndd  rreellaaxxaattiioonn..  
••  MMaakkee  ttiimmee  ttoo  rreewwaarrdd  yyoouurrsseellff..  
••  RReemmeemmbbeerr  ttoo  llooookk  aatt  yyoouurr  ccaalleennddaarr  eevveerryy  ddaayy..      
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HHHooowww   WWWeeellllll   DDDooo   YYYooouuu   PPPlllaaannn???    
 
 

Circle the number that best describes you 
 
 

 NEVER SELDOM SOMETIMES OFTEN ALWAYS 

How often do 
you plan in an 
effort to keep 

life from 
running out of 

control? 

 
1 
 

2 3 4 5 

Do you put 
daily plans on 

paper? 
1 2 3 4 5 

Do you allow 
flexibility in your 

plans? 
1 2 3 4 5 

How often do 
you accomplish 
your plans for a 

given day? 
1 2 3 4 5 

How often do 
you plan time 

for what 
matters most to 

you? 

1 2 3 4 5 

How often is 
your daily plan 
destroyed by 

urgent 
interruptions? 

1 2 3 4 5 
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Add up your score and compare:  
 

6-10: Your time management skills are negligible.  
You should consider using new tools and processes to help you plan effectively.  
Consider looking at some websites or reading a time management book.  
 

11-15: You have some rough time management skills. 
You may already have a planning system, but using it more effectively will help to 
reduce the stress and lack of control you feel in your life.  

 
16-20: You are an average planner. 

Your planning system is working, but you can do better.  You may need help 
focusing on your priorities or dealing with urgent interruptions.   

 
21-25: You are a good planner 

Your planning system is working well.  Keep up the good work, with periodic reviews 
to be sure you’re planning around what matters most in your life. 

 
26-30: You have excellent planning skills, but be careful you don’t burn out.   

You have mastered planning and should experience the serenity that comes from 
taking charge of your life.  But make sure you’re in control of your planning rather 
than letting it control you. 

 
Quiz written for USA WEEKEND by time management expert Hyrum Smith, Chairman of the 
Franklin Covey Co.   
 

 
Using Time Wisely 

 
1. Develop blocks of study time. – How long does it take for you to become restless 

or for your mind to wander? 30 minutes? 50? 

2. Schedule weekly reviews and updates 

3. Prioritize assignments when studying. Begin with your most difficult subject first 

4. Develop alternate study places that are free from distractions 

5. Use “dead time” (i.e. waiting for bus or in a line, walking) for a bit of studying. 

6. Review study guides and reading material before class 

7. Review lecture material immediately after class (Forgetting is greatest within 24 

hours without review) 

8. Schedule enough time for critical projects (i.e. papers, presentations, test, etc.) 
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WEEKLY SCHEDULE 
 
 
  

 
Monday 

 
 

Tuesday 

 
 

Wednesday 

 
 

Thursday 

 
 

Friday 

 
 

Saturday 

 
 

Sunday 
 
 
12-6 a.m. 

       

 
 
6-7 

       

 
 
7-8 

       

 
 
8-9 

       

 
 
9-10 

       

 
 
10-11 

       

 
 
11-12 

       

 
 
12-1 p.m. 

       

 
 
1-2 

       

 
 
2-3 

       

 
 
3-4 

       

 
 
4-5 

       

 
 
5-6 

       

 
 
6-7 

       

 
 
7-8 

       

 
 
8-9 

       

  
 
9-10 

       

 
 
10-11 

       

    
 
11-12 

       

  
           
Daily Class Hours: 

        
 
Class Hours: 

 
 
Daily Study Hours: 

        
 
Study Hours: 

 



 8

 
ANALYZING HOW YOU SPEND YOUR TIME 

 
Use your completed Time Management Log to calculate how much time you 
spend on each activity listed in the Activities Breakdown below.  The blank lines 
are for any additional situations that take up your time.  After you have totaled up 
all the items you can think of, figure out how much free time you have. 
 

ACTIVITIES BREAKDOWN 
 

Activities       Hours per Week 
 
1.  Class Time       _____ 
2.  Study Time, reviewing, projects, papers   _____ 
3.  Commuting       _____ 
4.  Dressing and eating      _____ 
5.  Hours of employment      _____ 
6.  Responsibilities at home     _____ 
7.  Telephone       _____ 
8.  Television       _____ 
9.  Dating, outings, sports, movies, clubs, etc.   _____ 
10. Sleeping        _____ 
11. _____________________________   _____ 
12. _____________________________   _____ 
               Total:     _____ 
 
Total number of hours per week = 168 
 
Subtract your total   _____ 
 
Total free hours per week        _____ 
 
Personal Response Check:  As a result of analyzing my time log 
 
(1) I realize that: 
 ________________________________________________________________ 
  
________________________________________________________________ 
 
 (2) 
________________________________________________________________ 
 
________________________________________________________________ 
 
  
TTiimmee  eexxiissttss  ssoo  eevveerryytthhiinngg  ddooeessnn’’tt  hhaappppeenn  aatt  oonnccee;;  ssppaaccee  eexxiissttss  ssoo  eevveerryytthhiinngg  ddooeessnn’’tt  
hhaappppeenn  ttoo  yyoouu..                      
                              --PPrroovveerrbb  
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UUssiinngg  AA  ““TToo  DDoo””  LLiisstt  
  

Get accustomed to using a small notebook. Carry it with you and update as you 
go about your day! 
 

 Beginning the evening before, list the things you wish to accomplish the 
next day. Include household tasks, personal tasks, and school tasks. 

 Add to the list as you go through the day as needed. 
 Prioritize in some way ( , , ; 1, 2, 3; A, B, C) and try to tackle 

high-priority items first.  
 Check off each item as it is finished, 
 Carry over those that aren’t completed to the next day. After three days, if 

a task is still not finished, re-evaluate its importance. You may wish to 
assign a different priority, do it right then, or eliminate it from your list. 

 
Consult it often and make a commitment to follow it. 
 
Using a list will keep you organized, get things done and remove stress as you 
complete tasks. 
 

 

THINGS TO DO TODAY 
 
Date:  October 25, 2007        
 
_1_ 1. Type abstract for bio paper      
 
_2_ 2. Meet Michael for lunch             
 
_2_ 3. Buy printer paper                     
 
_2_ 4. Make EOP&S appt.                 
 
_3_ 5. Pick up Halloween costume     
 
_1_ 6. Pay phone bill                          
 
_3_ 7. Car wash                                 
 
_1_ 8. Turn in lab report                      
 
 

 

THINGS TO DO TODAY 
 
Date: _________________ 
 
___ 1. _______________________  
 
___ 2. _______________________  
 
___ 3. _______________________  
 
___ 4. _______________________  
 
___ 5. _______________________  
 
___ 6. _______________________  
 
___ 7. _______________________  
 
___ 8. _______________________  
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15 LEADING TIME WASTERS  
(Adapted from How to Make the Most of Your Time; US News and World Report) 

 
 

1. Telephone interruptions 

2. Visitors dropping in without appointments 

3. Meetings, both scheduled and unscheduled 

4. Crisis situations for which no plans were possible 

5. Lack of objectives 

6. Cluttered desk and personal disorganization 

7. Involvement in activities that should be given to others 

8. Attempting too much at one time 

9. Failure to set up clear lines of responsibility 

10.  Inadequate, inaccurate or delayed information 

11.  Indecision and procrastination 

12.  Lack of, or unclear communication and instructions 

13.  Inability to say “NO!” 

14.  Lack of reports that enable managers to track development 

15.  Fatigue 

 

 

 

 

 

Think of your study time as a small business.  You are 

investing in yourself.  How many of these 15 Leading 

Time Wasters apply to your life?  What can you do to 

change that? 
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MMMAAAKKKEEE   YYYOOOUUURRR   TTTIIIMMMEEE   YYYOOOUUURRR   OOOWWWNNN   
1. All your time is time to be used. Get satisfaction out of every moment! 
2. Find something to enjoy in whatever you do. 
3. Try optimism and seek out the good in life. 
4. Always find a way to build on your successes. 
5. Stop regretting. Learn from your mistakes. 
6. There is always enough time for the important things. If it is important, you will 

find time for it. 
7. Frequently look for ways to free up your time. 
8. Examine old habits and look for ways to change or eliminate them. 
9. Use waiting time to review your notes or homework. 
10. Keep a notebook with you to jot down ideas, notes and “to-do” items. 
11. Examine your goals monthly and revise when necessary. Be sure to include 

your progress.  
12. Remind yourself of your goals by posting signs in your home or office. 
13. Always keep in mind those goals. 
14. Plan ahead either before you start your day or the evening before. Set 

priorities for yourself.  
15. Develop a list of specific daily tasks, prioritize and complete the most important 

ones ASAP. Evaluate your progress at the end of the day.  
16. Look ahead in your planner and try to anticipate what is going to happen to 

help schedule your time better. 
17. Reward yourself when you get things done, especially your high priority items. 
18. Do first things first. 
19. Have confidence in yourself and your prioritization skills. Stick to them! 
20. When procrastinating, ask yourself this: “What am I avoiding?” 
21. Start with the most difficult tasks and the worst is done! 
22. Try to catch yourself when involved in unproductive tasks and bring it to an 

end. 
23. Find the time to concentrate on the high priority tasks.  
24. One thing at a time. 
25. Put efforts into areas that will provide long term benefits. 
26. Be persistent, especially when on your game.  
27. Think on paper. Writing your thoughts makes it easier to modify and evaluate.  
28. Set deadlines for yourself. 
29. Delegate responsibilities when possible. 
30. Know when to ask for help. 

 
Adapted from A. Lakein., How to Get Control of Your Time and Your Life and “Time Tips”, Dartmouth College 


