GETTING ORGANIZED

For you to become the most successful college student you can be, adapt the following time management tips to your lifestyle and be prepared for a more organized life. 

[image: MCj02500770000[1]]1.Set Goals - determine exactly what you want to accomplish within a given day or within a given study session.  Develop a plan by writing down what tasks you need  to do and when you want to do them. By setting goals, you will be more inclined to follow through with them and accomplish your tasks.
 
2. Prioritize - once you know what needs to be accomplished, prioritize these tasks. This means figuring out which tasks are most important and then staying focused on them.  Use the 3-list method!

List #1 - The weekly calendar.
Create a weekly calendar. Make it your basic time budgeting guide. List your courses, work, study time, recreation, meals, TV, relaxation, etc.  
	

	


Plan to study first priority classes when you work best. Be flexible by adapting your schedule to changing needs. Keep your calendar handy and refer to it often. If it doesn't work, change it. 

List #2 - The daily "Things to Do".
Write down all the things that you want o today in the order that you hope to accomplish them. Note homework due or tests, and include shopping and personal calls, etc. 

This list will help to reduce decision-making and worry. If time is tight, move items to your long-term list.

This list is also a measure of your day-to-day success. Check off items as you finish them and praise yourself for each accomplishment. 

List #3 - Goals and other things.
This can be one or two lists, a monthly list and or a long-term list. Put down your goals and things you have to do. What do you want to accomplish over the next month or year? What do you need to buy? 

Use this list to keep track of all your commitments. If you're worried about something, put it on this list. The purpose of this list is to develop long-term goals and to free your mind to concentrate on today.

3.Organize - being organized will help you achieve your goals.  Create a “to do” list and keep a planner (either a weekly or monthly calendar which includes your schedule for classes, study time, social events, club meetings, exercise time, and anything else.  While you’re at it, you should include assignment due dates in this calendar so you don’t miss a deadline. 

4. Avoid Procrastination - procrastination is another primary downfall for achieving time management skills. The old adage: Never put off to tomorrow what you can do today” is a good one.   If you plan to do an activity, stick to your schedule.

Remember: Plan your work, and then work your plan!

Reference: Santrock, J & Halonen, J. (1999). Your Guide to College Success. Belmont CA: Wordsworth. 
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