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Taming Your Calendar
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Objectives of BEST FridaysObjectives of BEST Fridays

D l  W th  I  bilit  t  Develop Worthy 
Priorities
C t t   th  

Increase ability to 
remember most 
important thingsConcentrate on the 

20% most important
Learn Life 

important things
Show Professors 
what you learnedLearn Life 

Management
Challenge to live a 

what you learned
Do Term Papers and 
Projects better and Challenge to live a 

balanced life
Protect Investment

Projects better and 
in less time
Learn resources for 
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Protect Investment L n u f
satisfying success



80/20 Principle80/20 Principle

80 % f th  VALUE  f  20 % f 80 % of the VALUE comes from 20 % of 
the items (vital few) 
20 % f h  L E  f  0 % f 20 % of the VALUE comes from 80 % of 
the items (trivial many)

80%20%

80% of the value

80%20%
Total Value
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S.A.F.E.
Aggressive ThinkingAggressive Thinking

S A F ES.A.F.E
Scan/Ask: Objectives, Clues, Why, Be Alert

/E l  Focus/Explore: Concentrate, Dig, Challenge,
Clarify, Apply, Tie-in

C O P E  ith ki  th  f tC.O.P.E. with seeking the facts
Symptoms vs. Causes
Consider Objectives
Look for Patterns
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Determine Eighty/twenty priorities



Getting Started - Acquire
Basic 80/20 Study SkillsBasic 80/20 Study Skills

Students who get better grades ...
Attend Class
Sit in the Front Three Rows
Study at least 1 1/2 hours for every hour u y / u f y u
in class
Know Their Class ObjectivesK j
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Modes of Intelligence
Areas of LearningAreas of Learning

L * itt  & B dil /Ki th ti  Language* - written & 
oral communication
Logical/Math*

Bodily/Kinesthetic -
coordination and 
athletic abilityLogical/Math -

systematic express.
Musical - tone, pitch, 

athletic ability
Interpersonal -
perceiving and Mus cal tone, p tch, 

rhythm
Spatial -observation, 

p g
considering others 
and their intentions
I t l visualization, mental 

images
* m ll  sid d

Intrapersonal -
knowledge of self, 
intent and purpose
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* normally considered intent and purpose



Categories of Learning
Styles in Class & StudyStyles in Class & Study

5 Cate ories: Envi Setting5 Categories: Envi-
ronment, Emotion, 
Social  Phys  Psych

Setting
placement, formality

AcousticsSocial, Phys., Psych.
Time When do I do 
my best?

Acoustics
Quiet or music

Focusmy ?
Grouping

Alone,together,group

Focus
detail or overall

Motivation, g ,g p
Senses - See, hear
Process

Motivation
grade, self , deadline 
or accountability
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Process
emotional or logical Intelligence Mode



Putting Things
Into A Jar*

h   h  l

Into A Jar*

What is the lesson?
Big Rocks
Little Rocks
Gravel
Sand
Water

*Acknowledgment to Steven Covey.
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Vision: Dreams
with Deadlineswith Deadlines

Fred Polack  Image of the FutureFred Polack, Image of the Future
Significant vision ⇒ Significant action
Vision enables  no vision puts at riskVision enables, no vision puts at risk

Benjamin Singer, The Future Focused 
Role-Image: High performers haveRole Image  High performers have

Clear, positive vision of the future
Think in 5 to 10 year time horizons
Believe they can influence their future

“Where there is no vision, the people 
i h [  i d]” 
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perish [are unrestrained]” Solomon



Principles of a
Personal VisionPersonal Vision

What purposeful life do you perceive for 
10 years from now?

values / legacy
The more details you in-y

clude will give you better
directionr ct on
motivation
guidance
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guidance.



A Personal Vision
Statement (long term)Statement (long term)

Spiritual / Purpose / Life-Spiritual / Purpose / Life
Meaning / (Values)

Why am I here - why do it?Why am I here why do t?
Intellectual / Professional 

/ Career (Goals and Obj.)( j )
What should/will I do?

Relational / Emotional
Who will I be with?

Physical/Health

RL Carter Time and Life Management 14

y
Will I be enabled to?



Vision Questions
To Ask YourselfTo Ask Yourself

What is of greatest What would I do if 
importance?
What do I enjoy 
doing?

money/time no object?
What is most impor-
tant? valuesdoing?

What do I admire most 
in others?

tant? - values
What have I done of 
greatest worth?

What are my greatest 
talents?
Who has made the 

greatest worth?
How can I make the 
greatest contribution?

Who has made the 
most impact on me?
What has given me the 

What kind of person 
do I want to be?
Wh t d  I t t  d  
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greatest happiness? What do I want to do 
with my life?



Values: Vision with 
Integrity and VirtueIntegrity and Virtue

dWisdom
Courage
F i d hi

What do you need to 
be true and 

nsist nt? Friendship
Honesty
J sti

consistent? 
Integrity
R l ti hiJustice

Kindness and Love
Hope

Relationships
Diligence

dHope
Patience
Self control

Productivity
Humor 
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Self control Faithfulness



Application ExerciseApplication Exercise
Write your Personal Vision Statement includingWrite your Personal Vision Statement including
What will you be doing? _________________ 
___________________________________
Why will you be doing it? ________________ 
___________________________________
Who will you be with?  __________________ 
___________________________________
How will you maintain your health? _________ 
___________________________________
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Achieving the Vision:
Deciding what you need
What would you need

Deciding what you need
What would you need

to build a house?
PlanPlan
Skills
T lsTools
Materials
h     f lf ll    Achieving a Mission or fulfilling a Vision 

requires the same planning as a building
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Vision > Objectives > Strategies > Tasks/Goals



Steps to the Vision - Setting 
Objectives  Strategies and GoalsObjectives, Strategies and Goals

Th  Visi  t k s sh  i  3 t  10 sThe Vision takes shape in 3 to 10 years
Objectives take 1 to 5 years
Balance in all four areas of the VisionBalance in all four areas of the Vision

Career/Academic, Spiritual, Relational and 
PhysicalPhysical

Measurable Objectives
Clear Strategies for accomplishmentClear Strategies for accomplishment

plan, tools, skills, resources, apply strategies
formulate short term, measurable goals
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f m m, m g
DO IT!



Develop ObjectivesDevelop Objectives

Develop Objectives: Th  Develop Objectives: The 
check-points in the 
shorter term (1 to 5 yr. Career y
specific objectives.)

1. _______________
2  Relational 2. _______________
3. _______________
4. 4. _______________
5. _______________
6. _______________
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Develop StrategiesDevelop Strategies

D l  St t i  Develop Strategies: 
The pathways to your 
objectives - well objectives well 
defined and 
measurable tasks.
1. _______________
2. _______________
3  3. _______________
4. _______________
5. 
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5. _______________
6. _______________



Keeping on Goal:
Status CheckStatus Check

Are you satisfied with the Vision 
Statement? - check 3 to 5 years
Are the Objectives appropriate? - check 
yearlyy y
Are the Strategies working? - check 
yearlyy y
Am I staying on the task of applying the 
strategy? – check goals/tasks weekly
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strategy? check goals/tasks weekly



Priorities: Staying True to the 
Vision by completing goalsVision by completing goals

Time Management MatrixTime Management Matrix

Important Not Importantp p

Urgent I III
Not Urgent II IV

In which Quadrant do you live?
Wh  i  h   i  Q d ?
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What is the most important Quadrant?



Managing Priorities
and Qualityand Quality

I - Important/Urgent
II - Important/Not UrgentII - Important/Not Urgent
III - Not Important/Urgent
IV - Not Important/Not UrgentIV Not Important/Not Urgent

Higher productivity and quality are achieved in II
The way to stay out of I is planning and schedulingThe way to stay out of I is planning and scheduling
The way to stay out of III and IV is paying 
attention to priorities and goals
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A $25,000 Idea
( t d b  C )(quoted by Covey)

Operate According to Priorities
Make a list of things you need to get g y g
done.

#1 - Most important  _______________p _______________
#2 - Second priority _______________
…

Keep doing #1 until it is done. 
What do you “seek first”?
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What do you seek first”?



Time Management
PrinciplesPrinciples

Operate according to Priorities
Have a place for everythingp y g
Record commitments right away

AppointmentsAppointments
Papers and Projects
Quizzes and ExamsQuizzes and Exams

Schedule fulfillment of commitments 
right away

RL Carter Time and Life Management 26

right away



The Pain of
P ti tiProcrastination

Steady learner vs. the 
procrastinator

steady - more learning 100

Steady Worker
Procrastinator

steady more learning 
opportunity
steady - less stress 
(private communication, 50

75
100

stress 

total lost 
opportunity

(private communication, 
J. Quick)

Don’t procrastinate
l  i ht 0

25
50

level

plan right away
measurable goals
stick with the plan

0

0 1 2 3 4
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review the plan %progress vs. week



Scheduling TipsScheduling Tips

Set measurable goals every week in all 
four areas -

Career and Academic
Spiritual and Purposep p
Relationships and Emotional
Physical and HealthPhysical and Health

Schedule tasks and time to achieve goals 
each week
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each week



Everyone Has 168 Hours a Week
T d  S h d lTuesday Schedule

Wednesday Schedule

Thursday Schedule

Sunday Schedule
Friday Schedule

Monday Schedule

Saturday Schedule
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Saturday Schedule



Plan Your Own Schedule*Plan Your Own Schedule*

Classes = Hc hours ________________
Work ____________________________________________________
Study = 1.5 * Hc hours _____________
RecreationRecreation ______________________
Social _________________________
E iExercise _______________________
Spiritual and Purpose (Character) _____
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*My standard work schedule is at www.uta.edu/ronc/schedule/



Goals and Planning bring Effectiveness
G1W kl  G l T d  S h d l G1
G2
G3
G4

Health/PhysicalCareer/Acad.
1
2

Weekly Goals

1
2

Tuesday Schedule

G4
G1
G2
G3

3
2

Relatnl-Emotionl
   . . .    . . . 

2
3

Spiritual

Wednesday Schedule

G3
G4
G1
G2

1
2

Relatnl Emotionl

2
1

3 3

Spiritual

Thursday Schedule

G3
G1 G4
G2 G1
G3 G2

Friday Schedule
Sunday Schedule
   . . .    . . . 

G3 G2
G1 G3
G2 G4
G3 G1Saturday Schedule

Monday Schedule
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G3 G1
G4 G2

Saturday Schedule



Plan for Success
on a Weekly Basison a Weekly Basis

Arrange your standard week (sw)g y u w ( w)
Set Goals/Tasks in each area of your 
Vision for each Week and Day -Vision for each Week and Day 
BALANCE !
Plan a weekly schedule over the weekendPlan a weekly schedule over the weekend

Put in large & important items first (sw)
Fill in ith sm ll  it ms b  imp t nFill in with smaller items by importance

Review and adjust schedule daily
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Plan five 8-10 hour days/wk for career



G1T d  S h d lW kl  G l

Standard Week Task Schedule (Big Rocks First)
G1-
G2-
G3-
G4

Tuesday Schedule
8 to 10-Study English
2-English

Weekly Goals

1-
2

Health/PhysicalCareer/Acad.
1-Go to classes
2 Study G4-

G1-
G2-
G3-

Wednesday Schedule

11-Physics
9-Calculus   . . .    . . . 

2-
3-

SpiritualRelatnl-Emotionl

3-
2-Study

G3
G4-
G1-
G2-

1 to 5-Study Calc & Phys
11 Physics

8 to 10-Study English
Thursday Schedule

3- 3-

Spiritual
1-
2-

Relatnl Emotionl

2-
1-

G3-
G1- G4-
G2- G1-
G3 G2

Sunday Schedule
   . . .    . . . 

y g
2-English

Friday Schedule
9 C l lG3- G2-

G1- G3-
G2- G4-
G3 G111 Physics Saturday Schedule

9-Calculus
11-Physics
1 to 5-Study Calc & Phys

Monday Schedule
9-Calculus
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G3- G1-
G4- G2-

11-Physics
1 to 5-Study Calc & Phys

Saturday Schedule



G1T d  S h d lW kl  G l

Set Goals for a Balanced Life 
G1-
G2-
G3-
G4

Tuesday Schedule
8 to 10-Study English
2-English

Weekly Goals

1-Exercise
2

Health/PhysicalCareer/Acad.
1-Go to classes
2 Study G4-

G1-
G2-
G3-

Wednesday Schedule

11-Physics
9-Calculus   . . .    . . . 

2-
3-

SpiritualRelatnl-Emotionl

3-
2-Study

G3
G4-
G1-
G2-

1 to 5-Study Calc & Phys
11 Physics

8 to 10-Study English
Thursday Schedule

3- 3-

Spiritual
1-Sp. Formation
2-

Relatnl Emotionl

2-Call parents
1-Meet Friends

G3-
G1- G4-
G2- G1-
G3 G2

Sunday Schedule
   . . .    . . . 

y g
2-English

Friday Schedule
9 C l lG3- G2-

G1- G3-
G2- G4-
G3 G111 Physics Saturday Schedule

9-Calculus
11-Physics
1 to 5-Study Calc & Phys

Monday Schedule
9-Calculus
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G3- G1-
G4- G2-

11-Physics
1 to 5-Study Calc & Phys

Saturday Schedule



G1 S1 7W kl  G l T d  S h d l

Schedule Tasks to Accomplish Goals
G1.S1-7
G2.C3
G3.
G4

Health/PhysicalCareer/Acad.
1-Go to classes
2 Study

Weekly Goals

1-Exercise
2

Tuesday Schedule
8 to 10-Study English
2-English
3 Complete Phys project G4.

G1.H1-7
G2.
G3.

3-Phys proj Fri
2-Study

Relatnl-Emotionl
   . . .    . . . 

2-
3-

Spiritual

Wednesday Schedule

11-Physics
9-Calculus

3 Complete Phys project

G3.
G4.
G1.S1-7
G2.

1-Sp. Formation
2-

Relatnl Emotionl

2-Call parents
1-Meet Friends

3- 3-

Spiritual

Thursday Schedule
8 to 10-Study English

1 to 5-Study Calc & Phys
11 Physics

G3.
G1.S1-8 G4.
G2. G1.H1-7
G2 G22 M t F i d 9 C l l

Friday Schedule
Sunday Schedule
   . . .    . . . 2-English

G2. G2.
G1.H1-7 G3.
G2. G4.
G3 G1 S1 7

2-Meet Friends 9-Calculus
11-Physics (Proj. due)
1 to 5-Study Calc & Phys

Monday Schedule
9-Calculus

Saturday Schedule11-Physics
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G3. G1.S1-7
G4. G2.R22-Call parents

Saturday Schedule11-Physics
1 to 5-Study Calc & Phys



Plan Your Own Schedule for the 
Whole SemesterWhole Semester

G1.
G2.
G3

Health/PhysicalCareer/Acad.
1

Weekly Goals

1

Tuesday Schedule
G1.
G2.Health/PhysicalCareer/Acad.

Weekly Goals Tuesday Schedule
G1.Weekly Goals Tuesday Schedule

G1W kl  G ls Tu sd  Sch dul G3.
G4.
G1.
G2.
G3

3.

1.
2.

Relatnl-Emotionl
   . . .    . . . 

1.
2.
3.

Spiritual

Wednesday Schedule
G3.
G4.
G1.
G2.

y

3.

1.
2.

   . . .    . . . 

1.
2.
3. Wednesday Schedule

G2.
G3.
G4.
G1.
G2

Health/Physical

3.

Career/Acad.
1.
2.

            

1.
2.
3. Wednesday Schedule

G1.
G2.
G3.
G4.
G1

Health/Physical

3

Career/Acad.
1.
2.

Weekly Goals

1.
2.
3

Tuesday Schedule

Wednesday Schedule

G1.
G2.
G3.
G4.

Health/PhysicalCareer/Acad.
1.
2.

Weekly Goals

1.
2.

Tuesday Schedule

G3.
G4.
G1.
G2.
G3.

1.
2.

Relatnl Emotionl

2.
1.

3. 3.

Spiritual

Thursday Schedule

   . . .    . . . 

G3.
G4.
G1.
G2.

1.
2.

Relatnl-Emotionl

2.
1.

3. 3.

Spiritual

Thursday Schedule

G2.
G3.
G4.
G1.
G2

1.
2.

Relatnl-Emotionl

2.
1.

3 3

   . . .    . . . 
Spiritual

Thursday Schedule

G1.
G2.
G3.
G4.
G1

3.

1.
2

Relatnl-Emotionl

2
1.

   . . .    . . . 
3.

Spiritual

Thursday Schedule

Wednesday Schedule .
G1.
G2.
G3.
G4.

3.

1.
Relatnl-Emotionl
1.

   . . .    . . . 
3.

Spiritual

Wednesday Schedule

.
G1. G4.
G2. G1.
G3. G2.
G1. G3.

Friday Schedule

Monday Schedule

Sunday Schedule G3.
G1. G4.
G2. G1.
G3. G2.
G1 G3

Friday Schedule

M d  S h d l

Sunday Schedule
   . . .    . . . G2.

G3.
G1. G4.
G2. G1.
G3 G2

3. 3.

Friday Schedule
Sunday Schedule
   . . .    . . . 

G1.
G2.
G3.

G1. G4.
G2 G1

2.2.
3. 3.

Thursday Schedule

Friday Schedule
Sunday Schedule
   . . .    . . . 

G1.
G2.
G3.

G1. G4.

2.2.
3. 3.

Thursday Schedule

Sunday Schedule
   . . .    . . . 

G2. G4.
G3. G1.
G4. G2.

Saturday Schedule

y
G1. G3.
G2. G4.
G3. G1.
G4. G2.

Saturday Schedule

Monday Schedule G3. G2.
G1. G3.
G2. G4.
G3. G1.
G4 G2

Saturday Schedule

Monday Schedule
G2. G1.
G3. G2.
G1. G3.
G2. G4.
G3. G1.

Friday Schedule

Saturday Schedule

Monday Schedule
G2. G1.
G3. G2.
G1. G3.
G2. G4.

Friday Schedule

d  h d l

Monday Schedule
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G4. G2.. .
G4. G2.

y
G3. G1.
G4. G2.

Saturday Schedule



Tying it all togetherTying it all together
Be an 80/20 student - SCANBe an 80/20 student SCAN
Use your intelligence and learning style
H   Vi i  G l  d St t iHave a Vision, Goals and Strategies
Plan to achieve the Goals and Vision

What do you need to make it work?
TruthTruth
Wisdom
Eff
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Effort



BEST “Fridays”BEST Fridays
Notes are on the WWW   Go to Notes are on the WWW.  Go to 
http://www.uta.edu/ronc/ and click 
Time And Life Managementg
For more about the best decision I ever 
made.  Go to http://www.uta.edu/ronc/
and click Personal Comments of Interest
References: 

Making the Grade, by Douglass and Janssen, Here’s 
Life Pub., San Bernadino, CA, 1985.
Time Management and Study Strategies by Walter 
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Time Management and Study Strategies, by Walter 
Bradley, Private Communication, 1999.


