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How to Managing your time
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***This is one of the hardest concepts that new college students have to understand and master. ***

Proper time management will allow you to: 
· More time for family responsibilities, friends and time for yourself 
· Have enough time for classes and turning in all the homework on time. 
· Getting the right amount of sleep (7-9 hours are recommended)

5 Steps to manage your time better 
· Pre step- Print out a blank weekly calendar or use a planner 
· Step one- Schedule your mandatory commitments 
· Do this in Ink 
· These include the MUST DO! Aka School, Work, Internships 
· Some people put meals and bedtimes in this category some don’t. 
· Step two- Planning Study Hours 
· Figure out how many hours a week you need to study (about 2 hours per class hour). 
· Also you can fill out study time planner worksheet to help you. 
· Step Three- Schedule Study Hours 
· Distribute daily Study time. Schedule the WHEN and WHERE. You can use pencil because these can be changed if needed. 
· Step Four- Schedule non-mandatory activities and commitments 
· Now you should have an idea of free time you have left. You can schedule in these other activities and commitments. Use pencil as well
· You will have to pick and choose what you want to do because you won’t have time for everything. This will be hard but important in managing your time 
· Step Five- Revise the schedule 
· Give your self at least a week of following your schedule before you adjust it to what is working and not working but do give it a chance this will take some time to get used to. 
· Post step- Make a copy of schedule and post it in common places for easy access. 

Tips for time effectiveness:
· Break up study time into 50 min sections with 10 min breaks to do other things like laundry, clean, extra critical activities, Delta Phi work. 
· Make sure to break down assignments into long term and short term due dates. 
· Build in a buffer for both big and small projects. Expect the unexpected. 
· Reward your self for finishing assignments. Something you don’t normally do 
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