


TIME
MANAGEMENT

A good use of your notebook is a skill that is absolutely
essential to college students: managing your time. This is

important not just for your academic success, but to
maintain a balanced and healthy life.

In this second half of the workshop, we’ll work on building
routines that reflect your goals and values, give you

guidance on prioritizing tasks, and help you to make time
for your mental and physical well-being. 

“The best thing about the future is
that it comes one day at a time.”

— Abraham Lincoln



BUILDING ROUTINES
Building routines around the elements of your life that you want to
remain consistent is important in creating a sense of stability. This
stability, in turn, makes it easier to manage other tasks and events
around those routines. 

Routines can be time-based, where there are certain activities that
you want to complete each morning, night, day, week, or month. You
can also create specific activity-oriented routines, such as those built
just for cleaning tasks, scheduling regular time to focus on your
physical and mental health, or a structured studying regimen.

It’s important that your routines and the activities within them are not
randomly selected or based solely on what works for others. Instead,
they should reflect your personal goals and support you in
accomplishing what matters most to you.

And, while routines provide structure, it’s also important to allow for
flexibility. Life is unpredictable, and disruptions are inevitable. These
disruptions might affect your routine for a day, or have a larger,
longer-lasting impact. They can be beneficial ruptures that cause you
to reassess, or simply momentary setbacks. Notice them, and learn to
work with them.



1) Let’s start by building out your own personal routine. Write out a list of goals
that you want to accomplish or work on this semester. Select one or two of
the goals that you’ll build a routine around to help you achieve them.

2) Choose a time-based or activity-based routine example from the previous
slide, and begin building your own version centered around your specific
goals. Additional ideas and inspiration can be found in the next slide.

3) When building your routine, consider:
What time of day will the activities in your routine take place? Estimate
how long each step in your routine will take.

Where will each activity take place? Be intentional about choosing
locations that will support your engagement with the routine. For
example, if your routine is focused on studying consistently throughout
the semester, making sure that you have a quiet space to go for its
duration will be helpful.

How do the different steps of your routine each help to get you closer
to your goals? How do they align with the type of person you would like
to be?

BUILD YOUR ROUTINE





WEEKLY PLANNING
Along with creating long-term routines for habits you want to consistently be structured in your life, you can use your

notebook as a weekly planner to help you manage classes, events, and to-do items that shift from week to week.

Set aside time before the start of each week—or whenever works best for you—to plan the week ahead. Create sections
in your notebook for each day, where you can list your classes, events, and any tasks or assignments you aim to

complete. As you plan your week, be sure to incorporate the activities from your routines into your schedule.



GETTING THE TO-DO DONE
It’s easy to write a to-do list out; the real trick is to actually tackle
those tasks. It can be intimidating and hard to know where to
begin with big projects, or even smaller tasks that aren’t well-
defined. Here are a few different methods that you can try to
make your figurative Mount Everest a little more approachable. 

1) Map it out with the Eisenhower Matrix
Prioritize tasks based on urgency and importance. Consider what
tasks must be completed immediately, which tasks can be done
later, which tasks can be delegated, and what distractions should
be removed to help you focus.

2) Consider doing the longest/hardest tasks first
Identify the most challenging or time-consuming items on your
to do list and get them out of the way first, or schedule an
extended time to focus on them when you know you’ll be at your
peak energy. If you struggle with procrastination, this method
may be particularly beneficial.

https://asana.com/resources/eisenhower-matrix


3) Break tasks down into smaller parts
Dividing projects, papers, homework, and other tasks into smaller
steps that you can take action on can make them less overwhelming
and easier to accomplish. What are all of the individual elements that
need to come together to complete your project?

For example, instead of your to-do list saying “Write 8-page paper,” it
might have a list of smaller steps to take that will build towards the
final paper, including selecting a paper topic, researching the topic in
specific course materials, outlining the paper, and writing each
section of the paper. List each action with clear details to avoid
ambiguity.

4) Create a timeline for tasks
Develop a visual timeline to organize when you need to complete
each task. For larger projects and assignments, you might work
backwards from the due date to determine what needs to be done at
different points in order to have a final, polished product.

A NOTE ON
PROCRASTINATION

Yes, we’re going to talk about it: procrastination.
Watch this video to learn more about the

science behind procrastination and strategies
on breaking the cycle.

APPLICATION  Think of a project or assignment you need to finish this semester. Select one or a
combination of the methods discussed to help you create a detailed plan to
complete it. Consider making a routine or adding tasks into your weekly planner.

https://www.youtube.com/watch?v=FWTNMzK9vG4


REFLECT & REASSES
As with all things, you won’t be perfect at this when you first begin. It takes experimentation to find what works best

for you,  and practice to really implement these habits into your days.

After trying a new time management practice for a couple weeks or months, take the time to assess if it was
beneficial to you. Did you feel less stressed? Did you complete the items you set out to? Were you able to keep

consistent routines in place through different classes, events, and obligations? What would you change?


