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WHAT IS TIME MANAGEMENT (O

A meticulous and effective process of how one chooses to spend their
time on activities and a core pillar of high achieving and successful -
individuals who experience a better quality of life. The goal is to

increase one's efficiency and productivity.

MAKE A TO-DO LIST

Lis all academic, extracurricu|ar, and persona| responsibi|ities

for the semester. Keep it simple and realistic.

SCHEDULE & CALENDAR : ONDAY | TU

GOAM QLU Dwotom  Oevotoms  Deoiom  Devotoms
Cq|enc|ar Week|y events Using OUthOI( 7:00 AM Breaklast Breakfast Brekdast Breaklas: Breakfast
| . 8000 AM School Schaool School School School
calendar. Don't forget to include meal i —— = e e -
breaks and brain breaks. Find out where 1000AM  SlentResdiog  SleotReang Englehgramma  Wstory Science
. . . . 11:00 AM Latin Maihematics Social Silent Reading Latin
time is being wasted. Review and make
12500 PM English grammar Lunch Luwnsch Lusmch Lunch
changes at the end of each week. This will z00MM  Lunch Mstory  Geogaphy  Sudpng  Mathemaics
. X 300 PM Geography Latin Studying Engleh Latin
help you remain accountable for executing _
400 P Mathematics Gmy.q:h, Sdlent Resding Lakin Silanit Reading
500 PM eCrts Swimmin Darsciny SeAITWTIrRL Rieading
your goals. ? " ‘ .
COMPLETE TASK BY URGENCY
Important and Urgent ‘
Urgency refers to the perseverance and tenacity one must £ 2
adopt to overcome challenges. Eliminate stress and minimize Important but not Urgent .
procrastination by focusing your time and energy on Not important but Urgent

completing the most urgent task Not important or Urgent

The least effective person you know has the same 24 hours as the

most effective person you know.
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