
TIME MANAGEMENT 

L O O K  T H R O U G H  Y O U R  C O U R S E
S Y L L A B I  A N D  W R I T E  A L L  O F
T H E  A S S I G N M E N T  D U E  D A T E S ,
T E S T  D A T E S ,  E T C .  I N T O  Y O U R
S C H E D U L E .  A L S O ,  I N C L U D E
E V E N T S  A N D  A C T I V I T I E S  T H A T
Y O U  A R E  I N V O L V E D  I N .  

W R I T E  I N  T H E  T I M E S  Y O U  H A V E
C L A S S E S ,  A C T I V I T I E S ,  W O R K ,
E T C .  T H E N  S C H E D U L E  T I M E S  T O
S T U D Y  F O R  E A C H  C L A S S .  T W O
H O U R S  O F  S T U D Y I N G  F O R
E V E R Y  H O U R  I N  C L A S S  I S  T H E
R E C O M M E N D E D  T I M E .  

THE KEY TO MANY STUDENTS’  SUCCESS IS THEIR ABILITY TO MANAGE
THEIR TIME.  THIS IS  ALSO A SKILL THAT EMPLOYERS LOOK FOR.  IF  YOU
CAN MANAGE YOUR TIME WELL IT  WILL DECREASE YOUR STRESS AND

HELP YOU TO BE SUCCESSFUL IN MANY ASPECTS OF YOUR LIFE.

MAKE A TERM SCHEDULE MAKE A WEEKLY SCHEDULE

TIPS

BE REALISTIC. INCLUDE TIME FOR HAVING FUN AND HANGING OUT WITH FRIENDS. 

STICK TO IT! IT MIGHT BE DIFFICULT AT FIRST TO STICK TO YOUR STUDYING SCHEDULE, BUT AFTER ABOUT 3 WEEKS, IT WILL BECOME A HABIT. 

THE BENEFITS: IF YOU SCHEDULE TIME TO STUDY RATHER THAN PROCRASTINATING, YOU WILL FEEL LESS STRESSED, AND YOU WILL HAVE

MORE CONTROL OVER YOUR LIFE. 

BE SURE TO INCLUDE TIME TO EAT, SLEEP, AND EXERCISE. 

SPREAD OUT YOUR STUDYING. FOR EXAMPLE PLAN TO STUDY FOR 50 MINUTES AND THEN TAKE A 10 MINUTE BREAK. FOR MOST PEOPLE 20-

50 MINUTES IS THE IDEAL LEARNING PERIOD THAT ALLOWS THEM TO MAINTAIN ATTENTION. 

IN YOUR 50 MINUTE BLOCK STICK TO ONE SUBJECT AT A TIME. START BY REVIEWING OLD MATERIAL, THEN STUDYING NEW MATERIAL AND

REVIEWING AGAIN AT THE END. THIS WILL HELP YOU TO RETAIN THE INFORMATION YOU’VE LEARNED.

TRY TO PLAN YOUR STUDYING FOR TIMES WHEN YOU HAVE THE MOST ENERGY

IF YOU HAVE A MATH CLASS, SCHEDULE A SHORT STUDY BLOCK FOR MATH EVERY DAY. TRY TO SCHEDULE IT RIGHT AFTER YOUR MATH CLASS

WHEN POSSIBLE. 

IN YOUR STUDY BLOCKS, COMPLETE THE MOST DIFFICULT OR LEAST INTERESTING WORK FIRST. 

FIND A PLACE TO STUDY WHERE YOU WILL BE ABLE TO MOST EFFECTIVELY USE YOUR TIME. (QUIET, WELL-LIGHT, FEW INTERRUPTIONS, ETC.) 

IF YOU HAVE A LARGE ASSIGNMENT TO WORK ON THROUGHOUT THE TERM BREAK THEM UP INTO SMALLER SEGMENTS. TRY THE ASSIGNMENT

CALCULATOR WEBSITE TO HELP YOU DO THIS: HTTP://WWW.LIB.UMN.EDU/HELP/CALCULATOR
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