o« BE ORGANIZED

2 SET POSITIVE GOALS

= USEATO DO LIST

o USE A CALENDAR/WEEKLY PLANNER

= OVERCOME PROCASTINATION

= LEARN TO SAY NO

- DON’T BE A PERFECTIONIST



Ny Shings to Do List

Phone Calls So Make
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http://www.ecs.umass.edu/public/diversity_docs/time_mgmt_sheet.xls
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