Time Management Planning Sheets
1. Weekly Hourly Planner (Mon–Fri)
Use this sheet to plan time of your weekdays, make sure to include both academic/non-academic activities.
	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	7:00
	
	
	
	
	
	
	

	8:00
	
	
	
	
	
	
	

	9:00
	
	
	
	
	
	
	

	10:00
	
	
	
	
	
	
	

	11:00
	
	
	
	
	
	
	

	12:00
	
	
	
	
	
	
	

	13:00
	
	
	
	
	
	
	

	14:00
	
	
	
	
	
	
	

	15:00
	
	
	
	
	
	
	

	16:00
	
	
	
	
	
	
	

	17:00
	
	
	
	
	
	
	

	18:00
	
	
	
	
	
	
	

	19:00
	
	
	
	
	
	
	

	20:00
	
	
	
	
	
	
	

	21:00
	
	
	
	
	
	
	




2. To-Do List
Use this sheet to write tasks and track progress.
Date_________
	Task
	Priority (High/Med/Low)
	Deadline
	Completed (✔/✘)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




3. Weekly Habit Tracker
Choose 3 habits you like to build and track this week. Mark each day you complete them.
	Habit
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun

	Habit 1
	
	
	
	
	
	
	

	Habit 2
	
	
	
	
	
	
	

	Habit 3
	
	
	
	
	
	
	



