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Tim e Managem ent  Tips For High

School Students
I t 's 1 0  p.m .—Do You Know  W here  Your

Hom ew ork  I s?

Does it  seem  like there's never  enough t im e in the day to
get  everything  done? Feel like you're always running
late? Here are som e t ips for  taking cont rol of  your  t im e
and  organizing your  life.

1 .  Make  a  "To Do"  List  Every  Day.
Put  things that  are m ost  im portant  at  the top and  do
them  first . I f  it 's easier,  use a planner  to  t rack  all of  your
tasks. And  don't  forget  to  reward yourself  for  your
accom plishm ents.

2 .  Use Spare  Minutes W isely.
Get  som e reading  done on the bus r ide  hom e from
school,  for  exam ple,  and  you'll k ill two birds with  one
stone.

3 .  I t 's Okay to Say  "No."
I f  your  boss asks you to  work  on a Thursday night  and
you have a final exam  the next  m orning,  realize that  it 's
okay to  say  no.  Keep  your  short -  and  long- term  prior it ies
in m ind.

4 .  Find the  Right  Tim e.
You'll  work  m ore efficient ly  if  you figure out  when  you do
your  best  work.  For  exam ple,  if  your  brain handles m ath
bet ter  in the afternoon,  don't  wait  to  do it  unt il  late at
night .

5 .  Review  Your  Notes Every  Day.
You'll  reinforce what  you've learned,  so you need less
t im e to  study.  You'll  also  be ready  if  your  teacher  calls on you or  gives a pop  quiz.

6 .  Get  a  Good Night 's Sleep.
Running on em pty  m akes the day seem  longer and  your  tasks seem  m ore difficult .

7 .  Com m unicate  Your  Schedule  to Others.
I f  phone calls are proving  to  be a dist ract ion,  tell  your  fr iends that  you take social calls
from  7- 8 p.m . I t  m ay sound  silly,  but  it  helps.

8 .  Becom e a  Taskm aster.
Figure out  how m uch  free t im e you have each  week.  Give yourself  a  t im e budget  and
plan your  act ivit ies accordingly.

9 .  Don't  W aste  Tim e  Agonizing.
Have you ever  wasted an ent ire  evening  by  worrying about  som ething  that  you're
supposed to  be doing ? Was it  worth  it ? I nstead of  agonizing and  procrast inat ing, just  do
it .
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David,  VA,  USA

Got  a Real Deal to  share?

Tell  us

1 0 . Keep  Things in  Perspect ive.
Set t ing  goals that  are unrealist ic sets you up  for  failure.  While it 's good to  set  high goals
for  yourself,  be sure not  to  overdo it .  Set  goals that  are difficult  yet  reachable.

Consider  these t ips,  but  personalize your  habits so that  they  suit  you.  I f  you set
pr ior it ies that  fit  your  lifestyle,  you'll have a bet ter  chance of  achieving your  goals.
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