TIME MANAGEMENT TIPS
Organizing your tasks and your time can help you to decrease stress and meet deadlines.  You can use the following techniques to help you get organized:


-At the beginning of each week, review the assignments, appointments and tasks you need to complete for that week. Make a list, and note which items are high priority.


-Using a planner and/or the attached time management worksheet, write down the deadlines for each task, and budget time for yourself to complete each task.  Having a visual representation of your time will help you to see where your hours are going, and where they should be going.  Fill in all of the following information:



-classes



-doctor’s appointments



-parties/events you would like to attend



-assignment deadlines



-blocks of time to work on specific assignments


-blocks of time to study


-Use your phone as a resource.  Set alarms to remind you of the times you’ve set to begin each of your tasks.


Review.  At the end of each week, compare the amount of time you budgeted to the amount of time you used.  You can use this to decide how to plan for the next week.
