	TIME MANAGEMENT STRATEGIES


Often we are so busy that we don't think about what we are doing. We rush from one task to another without considering why or whether the task is really important. If we really think about what we are doing, we might slow down, accomplish more, and be more relaxed. Time management differs from person to person because we all approach this important topic differently. The trick is to find or develop a system that suits each of us best. Below are some considerations that might help in determining what is important, and a list of 23 ways to get the most out of our 168 hours each week. 
Basic Principles of Time Management: 
Know Your Values 
Begin managing time from a bigger picture. Instead of thinking about minutes or hours, view your life as a whole. Think about what you want to accomplish in the next five years, in the course of your life. Stop periodically during the day and ask if what you are doing is contributing to that life you want to create. 
Do Less 
Managing time is much about dropping worthless activities and adding new ones. The idea is to week out activities that deliver little reward. Make a list of things "Not to do" from time to time. Things that can be left undone (watching a frivolous television show, comparing cars, etc.) are better left out of a daily schedule. 
Slow Down 
Sometimes it is useful to hurry. At other times haste serves no real purpose. Are all the things you are rushing to complete really that important? Could you do a better job on the important things if you were not in such a rush to complete the insignificant things? 
Remember People 
Few people on their deathbeds ever say "I wish I'd spent more time at the office." They're more likely to say, "I wish I'd spent more time with my family and friends." The pace of daily life can lead us to neglect the people we cherish. Efficiency is a concept that applies to things, not to people. When it comes to relationships, we can often benefit from loosening up our schedules. We can allow extra time for spontaneous visits, free-ranging conversations, and conflict resolution. 
Focus on Outcomes 
Keep in mind that it is the end result that counts. If you are managing your time well, completing your tasks, and leading a fulfilled life, then you are in control. The overall goal of personal effectiveness is what counts regardless of which strategy we us. 
Forget About Time Once a Day 
Schedule some "down time" at least once a day-a period when you can reflect, meditate, and not be accountable to your calendar or planner. This is time to do nothing and feel free of guilt. Even a few minutes can yield a sense of renewal. 


Getting the Most Out of Your Time 
1. Study difficult (or boring) subjects first 
2. Be Aware of your Best Time of Day. Do you learn best during daylight hoursor in the evenings? Some people start early in the morning, others find after midnight their most productive time. If you don't know, experiment a little. 
3. Use Waiting Time. Those short periods between class, waiting for the AppalCart, or standing in line can be very valuable. Carry 3x5 cards you can use during these short periods to study chemistry or foreign language verbs. Use breaks between classes to study notes, read your notes into a tape recorder that you listen to on the way home on weekends. 
4. Use a regular Study Area. You become used to a routine place and time for study. It helps you focus your attention on what you are studying. Avoid eating, watching television, playing ping-pong, or talking on the phone during study periods. 
5. Study Where You will be Alert. Not in bed, each chairs, sofas or other places that give your body the message that new energy is not needed. 
6. Use A Library
7. Pay Attention to your Attention. Don't allow your mind to distract you from your task. Bring your attention slowly and painlessly back to the subject at hand. (Be Here Now!) 
8. Contract with Roommates about Study Time. You might agree to wear a certain hat when you want to study and not be disturbed. 
9. Get Off of the Phone
10. Learn to say NO
11. Hang a "Do Not Disturb" sign on your door
12. Get Ready the Night Before. Do a few things the night before you plan to study, that will help you finish your task the next day. Plan your meals for the next day or week, gas up the car, organize your book bag, etc. 
13. Call Ahead. How often do we waste time going to an office or store only to find that it is the wrong place or the product is out of stock. Used wisely, the telephone can actually help you manage your time effectively. 
14. Avoid Noise Distractions. Silence is the best environment of effective study. Turn off the TV, shut the door, and create an environment where you can concentrate. 
15. Notice how others Misuse Your Time. Be aware of repeat offenders. Send a clear message if a person is monopolizing your time. 
16. Break Big Tasks into Manageable Components. This works well with big tasks like term papers. Select one small accomplishment that you can complete in perhaps five minutes, and then do it. The satisfaction of getting one thing done often spurs you on to get one more thing done. Meanwhile the job gets smaller. 
17. Be Satisfied with Less than Perfection. If you can complete 95% of a task in 2 hours, and 100% in six hours, ask yourself if the extra 4 hours is worth it. Is the task that important to be completed perfectly? For example, if you are doing well in a course is it necessary to read every page of a long assignment? Can you skim the material and rely on your command of the subject? 
18. Do One More Thing. At the end of a long day think if you can do just one thing. Those extras will gradually add up. 
19. Take Time for the Important Things. In the haste to complete assignments, finish jobs, and stay organized, don't forget to take time to meditate, spend quality time with friends and family, eat nutritiously, get enough rest, and reflect on why you are doing all of this. 
20. Delegate. Send a fax instead of delivering an application across campus. If a roommate is going to the library, have them return a due book. If you have to miss a class, ask a friend in the class to take careful notes and then brief you. 
21. Review how You Wasted Your Time. When you don't seem to be getting anywhere, take a minute to reflect on why you are stalled. We often operate by habit and tend to waste time in the same way over and over again. When you are aware of how you waste time, then you can try a different approach. 
22. Use Your Computer to Find Information. Instead of going to Belk Library, use your computer to search for articles and books you may need for a paper or project. Then you won't waste time when you are at the library. If you have a short biographical report in a history class, use the Internet to locate basic information. 
23. Promise It. If something is really important, then promise that you will complete it and stick to this promise.


Tips for Making the Most of Your 168 Hours/ Week 
· Ask yourself: "what is the best use of my time now"? 
· Make a weekly "to do" list and revise it daily 
· When organizing your space and work, handle each piece of paper only once 
· Try to "penetrate" one subject at a time 
· Keep a study calendar listing assignment deadlines and timelines for completion 
· Try to enjoy whatever you are doing 
· Don't waste time regretting mistakes 
· Don't waste time feeling guilty about what you chose not to do 
· Have a light lunch so you don't get sleepy in the afternoon 
· Have a light snack in the morning, afternoon and in the evening to regulate blood sugar 
· Skim books quickly to gain a sense of what is ahead 
· Use the television to celebrate special times (a deserved break, a ritual soap opera..) 
· Use waiting time to study plan or relax 

· Carry note cards or something small to jot down ideas as they arise 
· Give yourself "time off" as a reward 
· Work smarter rather than harder 
· Try to do all "A's" sometimes "B's", and never "C's" 
· Have confidence in your judgment and priorities 
· Begin with larger tasks so you will be able to concentrate on the smaller tasks 
· Concentrate on one things at a time 
· Don't skip difficult items on your "to do" list 
· Do as much of your thinking on paper as possible 
· Set deadlines for yourself 
· Listen actively in class and in conversation 
· Keep the top of your desk clear 
· Have a place for everything in the room 
· Don't think about the work you have to do while relaxing (relaxation requires commitment) 
· Accept the fact that each day will bring many circumstances beyond your control 
· Learn to say "no" 
· Rest in short spurts 
· Gently confront those who waste your time 
· Take effective notes in class and review them daily 
· Don't waste time being negative or unnecessarily critical - it uses up time and drains energy 
· Divide tasks into manageable parts 
· Always reserve at least one hour in each day for uncommitted time 
· Study in a hideaway spot to minimize distractions and build momentum 
· Schedule social time so you don't feel deprived if you have to say no to an invitation 
· Put off until tomorrow, that which by tomorrow, may not have to be done 
· Post reminders to yourself around your workspace 
· Increase alertness by changing locations or routines 
· Experiment with different time-management techniques 
· Don't allow yourself the luxury of an excuse 
· Make the most of transition time (between classes, walking on campus?) 
· If someone stops by your room while you have little time to talk, stand while you talk rather than sitting down 
· Post a "Do Not Disturb" sign on your door when studying 
· Develop the self-control needed to succeed with your time-management plan 
· If you need to meet with someone call for an appointment so that you know they will be there and waiting to see you 
· Don't be afraid to make mistakes 
· DO IT NOW! 
