Time Management for Latin Study

· Plan a daily time and place.

· Follow a routine.

· Have necessary materials in one location.

· Pace long-term progress (weekly/monthly).

· Make use of “planning calendars.” * [Calendar Handout]

· Log and chart projects. * [Keeping Track]

· Develop “to do” list/task plan. (Check off as completed.) 

· Plan short-term progress (nightly)

· Prioritize:

· 1st
· foreign language-related

· closest due date

· most difficult 

· 2nd
· shortest

· longest 

· most repetitious

· last

· long-term project

· Identify material & time to be spent on each.

· unknown—spend most time on this material

· needing review

· well-known

· Eliminate & turn off distractions.

· phones

· IM and e-mail

· TV
