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WORKSHEET 3.2
MY TIME-MANAGEMENT HABITS
Complete the following statements with a Yes or No response.

Yes

No
1. I do the easiest and most enjoyable task first.
_______
______
2. I do my top-priority task at the time of day when my
_______
______

energy is the highest and I know I will perform best.

3. I use my time wisely by doing high-return activities—previewing
_______
______

chapters, proofreading papers.

4. Even though I find interruptions distracting, I put up with them. 
_______
______

5. I save trivial and mindless tasks for the time of day when my 
_______
______

energy is low.

6. I don’t worry too much about making lists. I don’t like planning
_______
______
and prefer to be spontaneous and respond as events occur.

7. My work space is organized, and I have only one project on my 
_______
______

desk at a time.

8. I set goals and review them each semester and each year. 
_______
______

9. My work space is open and I like to have people wander in and
_______
______

out.

10. My study team socializes first and then we work. 
_______
______
11. I have a lot of wasted waiting time, but you can’t study in small 
_______
______

blocks of time.

12. I block out a certain amount of time each week for my top-priority
_______
______

and hardest classes.

Scoring

1. Add the number of Yes responses to questions 2, 3, 5, 7, 8, 12. 
_______
______

2. Add the number of No responses to questions 1, 4, 6, 9, 10, 11. 
_______
______

3. Add the two scores together. 
_______
______

The higher the score, the more likely you are to be practicing good time management. Which areas do you need to improve?
