TIME MANAGEMENT
I.
Saving Time


A.
Finding Hidden Time



1.
Use techniques while standing in lines



2.
Don’t forget time while you are waiting


B.
Carry Pocket Work



1.
When faced with unexpected free time



2.
Read an article, study index cards


C.
Use Your Mind when it’s Free



1.
Recite, recall when you are doing your daily activities


2.
Tape study notes to the mirror when you are using it


D.
Record/ tape Study Information


E.
Keep a pen or pencil near to record “Great Ideas” 

II.
Changing Negative Time Habits


A.
Obey Your Alarm Clock


B.
Limit Your Email and Internet Time


C.
Take Time Out 



1.
Small breaks are helpful when studying



2.
Take a 10 minute breather for every hour of studying


D.
Listen to Your Body

III.
Devise a Schedule That You Can Stick To 


A.
Don’t over task your schedule


B.
Schedule to show monthly, weekly, and daily planning 

PERSONAL TIME SURVEY
	1. Number of hours of sleep each night
	________ X 7 = _______

	2. Number of grooming hours per day
	________ X 7 = _______

	3. Number of hours for meals/snacks per day - include preparation time
	________ X 7 = _______

	4a. Total travel time weekdays
	________ X 5= _______

	4b. Total travel time weekends
	_______

	5. Number of hours per week for regularly scheduled functions (clubs, church, get-togethers, etc.)
	_______

	6. Number of hours per day for chores, errands, extra grooming, etc.
	_______ X 7 = _______

	7. Number of hours of work per week
	_______

	8. Number of hours in class per week
	_______

	9. Number of average hours per week socializing, dates, etc. Be honest!
	_______

	Now add up the totals:
	_______

	Subtract the above number from 168
	168 - _______ = _______

	The remaining hours are the hours you have allowed yourself to study.


WEEKLY PLANNER



Name: __________________________

Date: ____________
	TIME
	SUN
	MON
	TUE
	WED
	THUR
	FRI
	SAT
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	9am
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