Grad School 101: Time Management and Focus

Action Plan

List your three Most Important Tasks (MITs) for next week (some examples may include: apply for X grant, write abstract for X conference, or finish reading assignment for X class):

1. _________________________________________________________________


2. _________________________________________________________________


3. _________________________________________________________________


Identify at least three concrete actions needed to complete each MIT:

MIT #1:

a. ________________________________________

b. ________________________________________

c. ________________________________________

MIT #2:

a. ________________________________________

b. ________________________________________

c. ________________________________________

MIT #3:

a. ________________________________________

b. ________________________________________

c. ________________________________________

Identify one area where you would like to improve: 




What goal and outcome do you want to see with improved focus?
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What is one habit you want to stop doing? 




What are two new strategies you want to start next week to help improve focus?




What are some strategies you already enjoy that you want to continue?




Where do you want to arrive after you incorporate these changes? 

______________________________________________________________________________

