
Mastering Time:
Tools and Tips for Success

Consider: 

Best Practices 

Tips for Using This Worksheet: 

Items to Put on Your Schedule: 
Class times – including regular
times for online course lessons
Work hours (if relevant) 
Travel time
Homework blocks for each class
Study times
Tutoring (if relevant)

Sleep 
Meals 
Breaks 
Errands 
Family obligations
Social activities
Other

Prioritize your regular tasks, and schedule the most important ones first. 
Don’t forget to block off time for sleep. You need good rest for mental performance
and memory.
Work on assignments with enough time to get help or resolve questions before
assignments are due. Allow instructors 1-2 days to answer emailed questions.
Schedule your study and review times regularly, not just before exams.

Start this worksheet in pencil. Then revise it in colored pencil, markers, or pens. 
Plan to revise this Time Management Worksheet after 3 or 4 weeks. 
Post a copy of this worksheet everywhere: bedroom, refrigerator, desk, car –
wherever you need it to remind yourself of your plan.
Ask your friends, family, and others to support you by not causing distractions
during your study time.

Treat school like your job. Plan 2-3 hours per class to review notes, read
assignments, and complete homework.
Plan to arrive 20 minutes early to class to prepare: review notes, write down
questions, and collect materials. 
Where do you study best? Do you need to stay on campus between classes
to focus better?
If you are you working or involved in extracurricular activities, you have less
wiggle room in your schedule.
Be realistic – If you really won’t do it, don’t schedule it. Find a better way to
get it done.
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UNM CAPS Online Learning: Time Management Playlist
https://www.youtube.com/playlist?list=PLSY_GCObwtfnQL7styddKmo0_oN6SOemR 
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Math 
2:00-3:45pm 

History 
8:00-9:15am 

Math 
2:00-3:45pm 

History 
8:00-9:15am 

Weekly Worksheet


