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Time Management 
Worksheet for Students

Effective time management is essential for balancing academic responsibilities, personal 
commitments, and self-care. This worksheet will help you organize your time better, identify 
priorities, and track your progress to stay on top of your tasks.

Use this section to plan and organize your weekly schedule. Make sure to include your 
classes, study time, extracurricular activities, personal commitments, and self-care time.

Track how you spend your time over a few days. This will help you identify areas where you 
can improve and eliminate time-wasting activities.

Monday

Monday

Study for Math Exam

Study for Math Exam

Focus on practice 
problems

More focused, use 
Pomodoro method

Take notes and 
review material

Limit to 15 minutes

Prepare 
presentation outline

Keep meeting on track

Review lecture 
notes

Replace with study time

Focus on key 
themes

Walk or stretch to 
relax

High

High

Medium

Medium

High

Yes2 hours

2 hours

30 minutes

1 hour

No

Low

Yes

No

Class: Psychology

Social Media Break

Group Project Meeting

Group Project Meeting

Study for History Exam

Watching TV

Study for English 
Literature

Exercise/Break

9:00 AM- 
11:00 AM

11:00 AM- 
12:00 PM

10:00 AM- 
12:00 PM

2:00 PM-   
4:00 PM

8:00 AM- 
10:00 AM

5:00 PM-   
6:00 PM

Monday

Monday

Tuesday

Tuesday

Tuesday

Tuesday

Wednesday

Wednesday

Day

Day

Time Activity

Task/Activity Time Spent

(hours)

Priority

Was it 
productive?

Notes

Suggestions for 
Improvement

Weekly Overview

Time Audit

1

2



Use the Eisenhower Matrix to categorize your tasks based on urgency and importance. This 
will help you focus on what truly matters and avoid unnecessary stress.

Each day, list the tasks you need to complete and prioritize them. Make sure to leave room 
for adjustments as needed.

Prepare for 
Upcoming Exam

Finish Research 
Paper

Reply to an E-mail 
from a Professor

Reply to an E-mail 
from a Professor

Review Class Notes

Attend Club Meeting

Check Social Media

Work on Group 
Project

Clean Your Room

Exercise/Break

Task/Activity

Task/Activity

Important but 
not Urgent

Priority

Urgent and 
Important

Time 
Estimate

Urgent but not 
Important

Status

Neither Urgent 
Nor Important

Prioritization Matrix

Daily Task List and Priorities

Time-Tracking Reflection

3

4

5

3 hours Not Started

Not Started

In Progress

Completed

Completed

2 hours

1 hour

15 minutes

30 minutes

Medium

High

High

High

Low

_______________________________________________________________________________
_______________________________________________________________________________

At the end of each day, reflect on how well you managed your time and what improvements 
you can make for the following day.

What went well today?

Example : I stayed focused during study time, and I completed all high-priority tasks.



_______________________________________________________________________________
_______________________________________________________________________________

_______________________________________________________________________________
_______________________________________________________________________________

What challenges did I face?

What can I improve tomorrow?

Example : I got distracted by social media or I didn’t take enough breaks.

Example : I’ll limit social media time to 15 minutes and plan for more frequent study breaks.

Time Management Tips6
At the end of each day, reflect on how well you managed your time and what improvements 
you can make for the following day.

This Time Management Worksheet can be adjusted to fit the needs of each student. It offers 
a structured approach to balancing academic demands with personal well-being, helping 
students optimize their productivity and improve time management skills.


Break large tasks into smaller ones :  Instead of focusing on a massive task like "study 
for final exams," break it into smaller goals like "study Chapter 1" or "review practice 
problems."

Use time blocks :  Set specific time blocks for different activities and stick to them as 
closely as possible.

Set realistic goals :  Make sure your to-do list is achievable within the time available.

Avoid multitasking :  Focus on one task at a time to improve efficiency and the quality 
of your work.

Schedule time for rest :  Ensure you allocate enough time to relax and recharge.


