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Steps to managing yourSteps to managing your
time welltime well

01 02
Prioritize
 Tasks 

 Get
 Organized 

03
Overcome
Procrastination

04
Avoiding taking
on too much

05 06
Manage
Disruptions

Let go of
perfectionism



ABCs to PrioritizingABCs to Prioritizing  

01 02
Write a to-do-list Review list: Break

larger tasks into
smaller task  

03
Prioritize by ABCs

04
Consider your
daily schedule,
prioritizing the
most demanding
tasks when you
are most
focused/enegergi
zed

05 06
Schedule your
day/week.
Assigning
deadlines for
each task

Delegate tasks
more appropriate
for some else



ABC’sABC’s
PrioritiesPriorities

A.

B.

C.

Only A tasks get top priority 

A task are Urgent AND important 

Support a long term goal 

Support others you work with

Ask: What terrible thing would happen if I didn’t do this
today? Eg. student government secretary, didn’t create flyer
for upcoming event. 

Not important or urgent 

Nice to complete/do but no consequences for not
doing it 

Ex. not attending, the comedy show or the
basketball game.

Never do a B task when there is an A task that
needs to be finished 

Important but not urgent mild consequences for
not doing this  (e.g some may be unhappy or
inconvienced

Time (waiting period) usually elevates to A or
drops to a B



Can you relate???



Acknowledgement: Procrastinator? Threats

Reward yourself.... YOU DID IT!!Take counter measures aganist
procrastination 

Recogonize that you are a
procrastinator and make the proper
adjustments. 

Evaluate and diagnose your
procrastination Ex. why do i keep
putting this particular assignment off? 

Use a calendar

Schedule specific times to do things
you are most likely to put off

Address reasons why you are putting
the task off.

Overcoming Procrastination 



HOW DO I MANAGE IT ALL!?!?!?



Use a calendar, color
code tasks based on

the ABC’s



Sunday Monday Tuesday Wednesday Thursday Friday Saturday

1 2 3
4. Meet with
lap partners 5 6 7

8 9 10
11. Meet with

advisor
12 13 14

15 16 17
18.Work at

Kroger 
6-10pm 

19.  Morning
Practice

work at Kroger
12-2

20. Game 
Hang out with

friends
21. Gym workout 

22. Study 23. Psych Quiz
24. PROJECT

DUE
25. 27 28 29

30. Game Day
31. Classes
Canceled 

Commit to be Organized


