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Creating a Time Management Schedule for the Assignments
Time management schedule is an important tool that helps in planning how to take the assignments effectively without postponing and causing congestion of assignments. For the assignment due in units VI, VII, and VIII, my time management schedule will be structure, as shown below.
	Day
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Unit/ Time
	7:00-8:00 p.m. 
	6:00-7:30 p.m.
	8:00-9:00 p.m.
	7:00-8:00 p.m.
	9:00-10:00p.m

	Unit VI
	Topic I
	Topic II 
	Topic III
	Topic IV
	Topic V

	
	
	
	
	
	

	Unit VII
	Topic I
	Topic II
	Topic III
	Topic IV
	Topic V

	
	
	
	
	
	

	Unit VIII
	Topic I
	Topic II
	Topic III
	Topic IV
	Topic V

	
	
	
	
	
	



[bookmark: _GoBack]Having good time management skills will help me to set priorities of my assignments so that I can complete them on time. This requires effective strategies and tools when processing the schedule. There are four basic strategies I have used when creating my schedule. I have created a master schedule in table form, I have used an agenda that what is to be covered, and also, eliminating distractions and setting specific goals for each study session are good strategies. When making the schedule, I consider personal planning tools like pocket diaries, calendars, wall charts and notebooks. I believe that writing down what's supposed to be covered can help in proper planning of how I use my time and also to free up my mind and have a focus on my assignments. Sometimes, I can use reminders as my planning tools which include; always recording all the information on the tool, and I will have to review my planning tools daily so that no activity will not be taken. It is also important to always have the planning tools with you at hand and in this case, I prefer walking with them like notebook and pocket diaries. Another way I will make my schedule effective is by remembering to keep the list of my respective units with time in the planning tool and often referring to it.
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