Time management task 1: Your task is to follow how you plan and use your time during 3 weeks.

You can do this task during weeks 43-45 (24.10 - 13.11), 44-46 (31.10 - 20.11) or 45-47 (7.11 - 27.11). Always in the beginning of the week, complete a new schedule according the instructions below (A) and in the end of the week answer the questions below (B). Final task is to also to answer questions in set C. 
Return the task to MyCourses – Assignments - Time management box. DL 11.12.2022
Name this task as Time management task 1.
A) Before each week starts, do the following:

1) Goals: name 5-7 goals 

2) Actions for reaching goals: Divide the goals into weekly tasks. You can use the SMART-tool for this (Specific Measurable Attainable Realistic Time bound).

3) Week-schedule: Schedule the tasks/actions to your weekly schedule and include also the main goals of the day.

B) Answer these questions in the end of the week:

1) Mark with green colour the tasks/activities of your plan that materialized and succeeded. What were those things?
2) Mark with red the ones that didn’t go according to your plan. What were those things?
3) What kinds of challenges or problems emerged as you were trying to follow your plan? 
4) Where did your time actually go, if it was not spent as planned? Did you do change the plans without noticing it or on purpose?

5) Was your plan realistic?

6) What should you change?

C) In the very end of the 3rd week, answer also these questions:

1) What (if anything) did you learn from this exercise? 
2) How will you take into account what you learned the next time you are planning a schedule?

3) How were you able to combine studies, free time, work etc?
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Goals: name 5-7 goals 

Actions for reaching goals: Divide the goals into weekly tasks. You can use the SMART-tool for this 
Week-schedule: Schedule the tasks/actions to your weekly schedule and include also the main goals of the day.

WEEK 1: 
Mark with green colour the tasks/activities of your plan that materialized and succeeded. What were those things?

Mark with red the ones that didn’t go according to your plan. What were those things?
Answer these questions in the end of the week: 
What kinds of challenges or problems emerged as you were trying to follow your plan? 
Where did your time actually go, if it was not spent as planned? Did you do change the plans without noticing it or on purpose?

Was your plan realistic?

What should you change?
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WEEK 2: 
Mark with green colour the tasks/activities of your plan that materialized and succeeded. What were those things?

Mark with red the ones that didn’t go according to your plan. What were those things?
Answer these questions in the end of the week: 
What kinds of challenges or problems emerged as you were trying to follow your plan? 
Where did your time actually go, if it was not spent as planned? Did you do change the plans without noticing it or on purpose?

Was your plan realistic?

What should you change?
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WEEK 3: 
Mark with green colour the tasks/activities of your plan that materialized and succeeded. What were those things?

Mark with red the ones that didn’t go according to your plan. What were those things?
Answer these questions in the end of the week: 
What kinds of challenges or problems emerged as you were trying to follow your plan? 
Where did your time actually go, if it was not spent as planned? Did you do change the plans without noticing it or on purpose?

Was your plan realistic?

What should you change?

In the very end of the 3rd week, answer also these questions:

What (if anything) did you learn from this exercise? 

How will you take into account what you learned the next time you are planning a schedule?
How were you able to combine studies, free time, work etc?
