Manage Your Time: Get Focused

Example Weekly Planner

Build a routine to make time for your commitments.
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=— == == Once your weekly planner is complete, use the Master To-Do List to determine your weekly tasks. == == =

Example Master To-Do List

Review course materials to organize all of your tasks for the week.
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how much time you have each day.

Then, create daily to-do lists to

complete each task.
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