Weekly Time-Management Schedule

	FOR THE WEEK OF
	NAME

	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	2:30 – 6 AM 
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	5 – 5:30


	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	6 – 6:30


	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	7 – 7:30
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	11 – 11:30


	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	12 – 12:30 AM

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	1 – 1:30


	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2 – 2:30


	
	
	
	
	
	
	


(turn over please)

Time-Management Self-Assessment Checklist

Name 
       Date 

Check only the statements that are true for your weekly time--management schedule.

STUDY BLOCKS
My schedule shows:


 Sufficient study blocks set aside for each class using the 2:1 ratio.


 Each study block labeled with the subject to be studied at that time.


 Study blocks spread throughout the week (spaced practice).


 Two or more study blocks scheduled on the weekend.


 No marathon studying (no more than 3 study hours in a row).


 The majority of study hours are during the day or early evening hours.


 Two or more FLEX blocks scheduled throughout the week.


 Study times for most difficult classes scheduled earlier in the day.


 Study blocks for lecture and math classes scheduled shortly after class.

FIXED ACTIVITIES

My schedule shows:


 Sufficient hours of sleep each night.


 A fairly regular sleep schedule throughout the week.


 Time set aside for three meals a day.


 My work schedule.


 Specific meetings or appointments that occur on a weekly basis.

BALANCING YOUR LIFE
My schedule shows:


 Time set aside to spend with family and friends.


 Time set aside for exercise, hobbies, or recreation.


 Time set aside for necessary errands, chores, or personal responsibilities.


 Time set aside to work on specific goals.

GENERAL GUIDELINES
Check only the statements that apply to your schedule:


 I walked through each day in my mind and believe it is realistic.

 As much as is possible, I used my peak energy times during the day to study.


 I color-coded my schedule so different activities are easier to identify.


 Using a schedule will help me have a more organized week.


 Using a schedule will help me achieve more tasks during the week.


 I will strive to follow this schedule to my greatest abilities this week.


 I will note problem areas on the schedule and use this information to adjust next week’s schedule.


 I will use a “star system” to track the blocks of time I follow successfully.

QUESTIONS/COMMENTS/EXPLANATIONS
