Time Management and Self-Organization Curriculum Checklist
☐ Learn the psychology of time management
☐ Recognize the Planning Fallacy and Time Poverty
☐ Use SMART goals
☐ Prioritize with the Eisenhower Matrix
☐ Eliminate time wasters
☐ Use scheduling tools
☐ Set clear, documented goals
☐ Apply SMART framework to personal goals
☐ Use the 80/20 Rule
☐ Apply the Ivy Lee Method
☐ Create daily, weekly, and long-term schedules
☐ Use Time-Blocking
☐ Apply the 2-Minute Rule
☐ Avoid overloading tasks
☐ Build in rest and flexibility
☐ Apply the Pomodoro Technique
☐ Focus on single-tasking over multitasking
☐ Identify the 20% of tasks that yield 80% of results
☐ Avoid distractions
☐ Manage energy rhythms
☐ Recognize causes of procrastination
☐ Use the 5-Second Rule
☐ Set specific implementation intentions
☐ Break down tasks into micro-steps
☐ Build momentum through action
