Phoenix College

Time Management Worksheet
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Instructions for Planning Your Weekly Schedule
1. Calculate study time based on the number of hours spent in class each week (study two hours for every hour spent in class):

a. Using the table below, list each course in the first column and calculate the time spent in each of the classes per day.

b. Multiply the total number of hours in class
_____ X 2 = ______

c. Total time needed to schedule for studying each week  = ______
	List Courses 
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Total hours in class for the week

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Using the Time Management Worksheet:

2. Record any regularly scheduled time or events spent with family.

3. Record any regularly scheduled volunteer or community service activities.  

4. Record your class schedule, including labs.

5. Record when you plan to study based on the calculations above.

6. Record your work schedule.
7. Record any regularly scheduled time or events spent with friends.

8. Record meal times.

9. Record time for physical activity and other activities you do for yourself.

Reflect: To be successful, will you have to make any changes or adjustments in how you spend your time?  Have you prioritized the most important ways to spend your time?  Is this schedule do-able?  
