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	· Save new versions of templates.
· View duplicates of a page, allowing editing parts while viewing other parts.
· Accessing links in documents.
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Overview

Week 1:

Overview.

Technical Suggestions.

Introductions.

Worksheet:
Goal, Milestones, 
Tasks, and Monitoring.

Goal Activities.

Assignment.

Week 2:

Sharing/update and
critique exercise.

Handling multiple goals.

Lessons learned.

Thoughts, questions, ideas.

Week 3:

Open Q & A and updates.

More goals.

Review “Additional Resources.”

Class Evaluation.
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Technical Suggestions…

• Where? Find a quiet space where

you can relax and focus.

• Use a computer, not a phone.

• Have a time management directory/folder.

• Use Word functionality.

• Strongly suggest using Google calendar.

• “Evaluation and Revision”

• need to be tasks on your calendar.

• Course materials – http://esdi.us

• Meeting URL:

https://meet.google.com/dem-mmwy-crv
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Technical Suggestions…

Where? Find a quiet space where

you can relax and focus.

Use a computer, not a phone.

Have a time management directory/folder.

Use Word functionality.

Strongly suggest using Google calendar.		

“Evaluation and Revision”

need to be tasks on your calendar.


Course materials – http://esdi.us

Meeting URL:
https://meet.google.com/dem-mmwy-crv 





Save new versions of templates.

View duplicates of a page, allowing editing parts while viewing other parts.

Accessing links in documents.
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Introductions

- Who are you?

- Why are you here?

- By the end of our sessions, what do you hope to 

have learned and accomplished?
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Time Management as Attention Management
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Time Management as Attention Management



Paying attention to what you
are paying attention to…
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Paying attention to what you

are paying attention to…

SELF-MANAGEMENT
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Paying attention to what you
are paying attention to…

SELF-MANAGEMENT

Self-discipline

Self-monitoring

Time and attention

management
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Why Time Management?

• One-time need or long-term change?

• Academic Success

• Stress Reduction

• Control

– Proactive vs. reactive

– Accomplishing goals

– Choosing your lifestyle


Microsoft_PowerPoint_Slide6.sldx
Why Time Management?

One-time need or long-term change?

Academic Success

Stress Reduction

Control

Proactive vs. reactive

Accomplishing goals

Choosing your lifestyle
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T.I.M.E.

Task

Identification

Management

Evalaution
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The T.I.M.E. System

• Systematic

– Step-by-step

– General to specific

• Iterative

– Cyclical

– Ongoing

• Specific

– Detailed

– Easy to follow
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The T.I.M.E. System

Systematic

Step-by-step

General to specific

Iterative

Cyclical

Ongoing

Specific

Detailed

Easy to follow
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The Process…

Goals

Milestones and Tasks

Deadlines and Timelines

Evaluation and Revision
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The Process…

Goals



Milestones and Tasks



Deadlines and Timelines

					

Evaluation and Revision
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The Process Today…

Activity- Start a Goals Brainstorming Document.

Activity- Start a Goal-Specific Worksheet: 

Goal, Milestones, Tasks, and Monitoring.

Activity - In the Worksheet: 

Flesh in Your Goal

Activity - In the Worksheet: 

Flesh in Milestones and Tasks

Activity - In the Worksheet: 

Flesh in the table created in “Milestones and Tasks”

section of the worksheet.

•

Assignment:

Related Resources, Choose a Calendar, Try it!
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The Process Today…

Activity- Start a Goals Brainstorming Document.



Activity- Start a Goal-Specific Worksheet: 
Goal, Milestones, Tasks, and Monitoring.



Activity - In the Worksheet: 
Flesh in Your Goal

					

Activity - In the Worksheet: 
Flesh in Milestones and Tasks



Activity - In the Worksheet: 
Flesh in the table created in “Milestones and Tasks”

section of the worksheet.


Assignment:

Related Resources, Choose a Calendar, Try it!
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Goals

https://youtu.be/XpKvs-apvOs?si=8CELoowPDp-h1kTc

https://www.youtube.com/@TheArtofImprovement
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Goals

https://youtu.be/XpKvs-apvOs?si=8CELoowPDp-h1kTc

https://www.youtube.com/@TheArtofImprovement
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Goals Activity: 

Examples

• Find a career that you love.

• Go for a walk every day.

• Become a better listener.

• Buy your first home.

• Save X number of dollars for 

retirement.

• Save enough money to buy 

something you've always wanted 

like a boat, cabin, or another item.

• Learn how to dance.

• Pay off your student loans.

• Go on a trip with your best friends.

• Lose 10 pounds.

• Eat less sugar and junk food.

• Get a degree in a subject that 

matters to you.

• Read 1 new book per week.

• Learn how to bake.

• Get into graduate school.

• Help someone else reach one of 

their dreams.

• Write a book.

• Go to Switzerland.

• Visit all of the American national 

parks.

• Cut your consumption of plastic in 

half.

• Practice gratitude daily.

• Improve your public speaking skills.

• Learn a foreign language.

• Forgive someone who has hurt you.
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Goals – Making Them Real

• S - Specific

• M - Meaningful

• A - Achievable

• R - Realistic

• T - Trackable

https://www.berkeleywellbeing.com/personal-goals.html

SMART goals are:
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Goals – Making Them Real

S - Specific

M - Meaningful

A - Achievable

R - Realistic

T - Trackable

https://www.berkeleywellbeing.com/personal-goals.html

SMART goals are:
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• Step 1: Create a folder to save class documents.

• Step 2: Open blank document, save as:

“Goal Brainstorming”

Activity- Start a Goals Brainstorming Document.
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Step 1: Create a folder to save class documents.


Step 2: Open blank document, save as:
“Goal Brainstorming”

Activity- Start a Goals Brainstorming Document.
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Goals Activity

• Get into relaxed, unhurried space

• Reserve extra space for fleshing in details 

around each goal (one sheet per goal?)

• Write, don’t think too hard, don’t edit 

anything. Just write.

• Bullets, questions, personal, professional, 

family, travel, purchases, fitness, religion.

• REMEMBER: Think “SMART.”
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Goals Activity

Get into relaxed, unhurried space

Reserve extra space for fleshing in details around each goal (one sheet per goal?)

Write, don’t think too hard, don’t edit anything. Just write.

Bullets, questions, personal, professional, family, travel, purchases, fitness, religion.

REMEMBER: Think “SMART.”
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Goals Activity

• General, unfiltered statements.

– Things to accomplish.

– Things to obtain.

– Things to do regularly.

• Free flowing statements: thoughts, ideas.

• Revisit and edit this list regularly.
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Goals Activity

General, unfiltered statements.

Things to accomplish.

Things to obtain.

Things to do regularly.


Free flowing statements: thoughts, ideas.


Revisit and edit this list regularly.
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Goals Activity

• Not always trying to accomplish long-term things

• May want to increase or decrease behaviors, or 

resources over time

– Fewer beers

– Money for a trip

– More trips to the gym

• Think “self -monitoring” in addition to “project 

management”
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Goals Activity

Not always trying to accomplish long-term things

May want to increase or decrease behaviors, or resources over time

Fewer beers

Money for a trip

More trips to the gym

Think “self-monitoring” in addition to “project management”
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Project Worksheet

for Each Goal

Located at:

http://living-free.us

Worksheet: 

Goal, Milestones, Tasks,

and Monitoring.
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Project Worksheet
for Each Goal

Located at:

http://living-free.us



Worksheet: 

Goal, Milestones, Tasks,

and Monitoring.
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Step 1: Choose a goal to begin working on.

Step 2: Open the worksheet.

– Go to - http://esdi.us.

– Click -

Time management class materials

.

– Click (and open):

worksheet-goal-milestones-tasks-v02.docx

Step 3: Save a version of the worksheet labelled

with your goal.

Step 4: Work from this new (renamed) copy of the worksheet 

completing the next activities.

Activity- Start a Goal-Specific Worksheet: 

Goal, Milestones, Tasks, and Monitoring.
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Step 1: Choose a goal to begin working on.



Step 2: Open the worksheet.

Go to - http://esdi.us.

Click - Time management class materials.

Click (and open):
worksheet-goal-milestones-tasks-v02.docx



Step 3: Save a version of the worksheet labelled
with your goal.



Step 4: Work from this new (renamed) copy of the worksheet completing the next activities.

Activity- Start a Goal-Specific Worksheet: 
Goal, Milestones, Tasks, and Monitoring.
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• Measurable: How do you measure success?

• Duration: Ongoing or deadline driven?

• How will you track progress?

• Incorporating rewards or punishments?

Activity - In the Worksheet: 

Flesh in Your Goal
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Measurable: How do you measure success?


Duration: Ongoing or deadline driven?


How will you track progress?


Incorporating rewards or punishments?

Activity - In the Worksheet: 
Flesh in Your Goal
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Milestones and Tasks

Milestones:

A milestone is a point in time that marks the end of a phase. 

Milestones do not have durations but provide a way to map a project 

and provide attainable markers. Milestones might show a change in 

the project's development or signify its movement to another phase. 

They give purpose to every task and provide a way to monitor the 

progress of a project.

Tasks:

A task is an individual accomplishment with a limited duration 

specified by its start and end dates. During a project, the next task 

does not begin until the previous task is complete. Tasks contribute 

to the whole of the project to meet the milestone. Developing tasks 

means considering the requirements it will take to complete the 

task, including resources and time.

From - https://www.indeed.com/career-advice/career-development/milestone-vs-task
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Milestones:

A milestone is a point in time that marks the end of a phase. Milestones do not have durations but provide a way to map a project and provide attainable markers. Milestones might show a change in the project's development or signify its movement to another phase. They give purpose to every task and provide a way to monitor the progress of a project.

Tasks:

A task is an individual accomplishment with a limited duration specified by its start and end dates. During a project, the next task does not begin until the previous task is complete. Tasks contribute to the whole of the project to meet the milestone. Developing tasks means considering the requirements it will take to complete the task, including resources and time.

 From - https://www.indeed.com/career-advice/career-development/milestone-vs-task
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Milestones:

• Moving from abstract to 

concrete.

• Major deliverable or stages 

required to accomplish a goal.

• Measurable: How will you 

know if the milestone is 

completed?

Tasks:

• Every milestone has at 

least one associated task.

• Associated tasks precede 

the milestone in the

goal worksheet.

• Includes an action verb.

• Measurable.

Milestones and Tasks
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Milestones:

Moving from abstract to concrete.


Major deliverable or stages required to accomplish a goal.


Measurable: How will you know if the milestone is completed?

Tasks:

Every milestone has at least one associated task.


Associated tasks precede the milestone in the
goal worksheet.


Includes an action verb.


Measurable.

Milestones and Tasks
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More on Milestones and Tasks…

• Related resources:

• https://www.indeed.com/career-advice/career-

development/milestone-vs-task

• https://www.teamgantt.com/blog/the-how-and-why-of-

using-milestones-in-your-project-plan
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More on Milestones and Tasks…

Related resources:

 https://www.indeed.com/career-advice/career-development/milestone-vs-task 


https://www.teamgantt.com/blog/the-how-and-why-of-using-milestones-in-your-project-plan  
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Specific Tasks:

What if my goal is ongoing

(i.e., continuous duration)? 

• Examples:

– Go to gym 4 times a week.

– Drink fewer than 10 beers a week.

• You will need to define a KPI – key

performance indicator.

• Then, monitor the KPI in your calendar.

Some things are easier to monitor in other ways. For 

example, only allow yourself to buy one 12 pack a week; 

every Sunday. When the 12 pack is empty, you have to 

wait until Sunday to have more!
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Specific Tasks:
What if my goal is ongoing
(i.e., continuous duration)? 

Examples:

Go to gym 4 times a week.

Drink fewer than 10 beers a week.



You will need to define a KPI – key
performance indicator.


Then, monitor the KPI in your calendar.
Some things are easier to monitor in other ways. For example, only allow yourself to buy one 12 pack a week; every Sunday. When the 12 pack is empty, you have to wait until Sunday to have more!
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• For each milestone, consider specific tasks 

required to accomplish the milestone

• Measurable – easy to know whether it is

done or not.

• 1 – 3 days to accomplish a task

• List these above the related milestone or

short-term goal

Specific Tasks
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For each milestone, consider specific tasks required to accomplish the milestone

Measurable – easy to know whether it is
done or not.

1 – 3 days to accomplish a task

List these above the related milestone or
short-term goal

Specific Tasks
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For each long-term goal (i.e., occurring over more than 3 days):

• Milestones: List the major steps, deliverables, or stages 

required to accomplish the goal. (> 3 days to accomplish.)

– Again, don’t think too hard or edit yourself.

– Measurable: Easy to know whether the milestone has been

reached or not.

– Place milestones in chronological order in the worksheet.

• Tasks: Brainstorm all tasks required to accomplish

each milestone. (< 3 days to accomplish each task.)

– Place in chronological order above the associated milestone.

– Use action verbs with each task.

– Is it measurable? Is it easy to know whether the task is accomplished 

or not?

Activity - In the Goal Worksheet: 

Flesh in Milestones and Tasks
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For each long-term goal (i.e., occurring over more than 3 days):

Milestones: List the major steps, deliverables, or stages required to accomplish the goal. (> 3 days to accomplish.)

Again, don’t think too hard or edit yourself.

Measurable: Easy to know whether the milestone has been
reached or not.

Place milestones in chronological order in the worksheet.

Tasks: Brainstorm all tasks required to accomplish
each milestone. (< 3 days to accomplish each task.)

Place in chronological order above the associated milestone.

Use action verbs with each task.

Is it measurable? Is it easy to know whether the task is accomplished or not?

Activity - In the Goal Worksheet: 
Flesh in Milestones and Tasks
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Deadlines and Timelines

• Milestones vs tasks.

• Tentative vs absolute.

• Revisit these regularly.
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Deadlines and Timelines

Milestones vs tasks.


Tentative vs absolute.


Revisit these regularly.
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• Place a deadline next to your goal.

• Examine each milestone and estimate how much 

time each will require.

• Work backwards from the deadline and place “due 

dates” on each milestone – the date you want each 

to be done.

• Place begin and end dates in each task row. 

• A = absolute; T = tentative

• Try to build in a cushion at the end of your 

project. Delays always happen!

Activity - In the Worksheet: 

Flesh in the table created in “Milestones and 

Tasks” section of the worksheet.
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Place a deadline next to your goal.

Examine each milestone and estimate how much time each will require.

Work backwards from the deadline and place “due dates” on each milestone – the date you want each to be done.

Place begin and end dates in each task row. 

A = absolute; T = tentative

Try to build in a cushion at the end of your project. Delays always happen!

Activity - In the Worksheet: 
Flesh in the table created in “Milestones and Tasks” section of the worksheet.
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Timelines

• Putting it all on your calendar.

• Deadlines first (label the goal).

• Move backwards in time from the deadline 

and add the begin/end or due dates (label 

each task and milestone, too).

• Prioritizing – revisit goals, milestones, 

deadlines at least weekly.

(Make this a weekly task in your calendar.)
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Timelines

Putting it all on your calendar.

Deadlines first (label the goal).

Move backwards in time from the deadline and add the begin/end or due dates (label each task and milestone, too).

Prioritizing – revisit goals, milestones, deadlines at least weekly.
(Make this a weekly task in your calendar.)







Timelines

+ Puting it llon your calendar

« Deadlines first (lbel the goal).
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« Prioritzing - revisitgoals, milesones,
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Calendar and

Timelines Activity

• What kind of calendar will you use?

• Make entries on your personal calendar.

• Enter your project deadline, and associated due dates for 

milestones in the calendar.

• Revisit each set of tasks for each milestone.

• Work backwards from the milestone deadline and, for each 

task, place begin and end dates in the calendar. 
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Calendar and
Timelines Activity

What kind of calendar will you use?


Make entries on your personal calendar.


Enter your project deadline, and associated due dates for milestones in the calendar.


Revisit each set of tasks for each milestone.


Work backwards from the milestone deadline and, for each task, place begin and end dates in the calendar. 







Calendar and
Timelines Activity
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Evaluation / Revision

• Evaluation

– Daily monitoring (and accomplishing) of tasks.

– Frequent monitoring of progress on all projects/goals.

– Make “Progress Check” milestones for goals with 

longer timelines.

• Revision

– Goals?

– Milestones?

– Tasks / timelines?

– Priorities? YOU are in charge!
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The T.I.M.E.

TM

System

Richard Brown

rwb@esdi.us

http://islandwolf.com/esdi/time/time-pres-2024-Fall-v02.pptx

This work is licensed under CC BY-SA 4.0
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Evaluation / Revision

Evaluation

Daily monitoring (and accomplishing) of tasks.

Frequent monitoring of progress on all projects/goals.

Make “Progress Check” milestones for goals with longer timelines.

Revision

Goals?

Milestones?

Tasks / timelines?

Priorities? YOU are in charge!
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Evaluation / Revision

• Make time management a long-term goal 

(i.e., put it on your calendar!)…

• Make monitoring and reflection regular 

tasks on your calendar – at least weekly!

• Brainstorm, evaluate progress, reflect on 

priorities and needs.

• Add “Project monitoring” as tasks

in your calendar
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Evaluation / Revision

Make time management a long-term goal (i.e., put it on your calendar!)…

Make monitoring and reflection regular tasks on your calendar – at least weekly!

Brainstorm, evaluate progress, reflect on priorities and needs.

Add “Project monitoring” as tasks
in your calendar







Evaluation / Revision
Make time management along-term gosl
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Evaluation / Revision Activity

• The project worksheet should be up-to-date!

• If you change a calendar entry,

change the worksheet.

(The calendar and worksheet should match.)
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Evaluation / Revision Activity

The project worksheet should be up-to-date!

If you change a calendar entry,
change the worksheet.
(The calendar and worksheet should match.)







Evaluation / Revision Activity

+ The project worksheet should b up-to-date!
+ 1 you change a calendar enry,

change the worksheet.

(The calendar and workshest should match.)
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• Explore the “Additional Resources” links included at the end of 

this slide deck.

• Explore calendars and select one you are likely to use – monitor, 

revise, etc. – daily.

– Google search - free personal electronic calendar

• Begin using the calendar for at least one goal.

• Be ready to share your progress, and ask questions next week!

Assignment:

Related Resources, Choose a Calendar, Try it!
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Explore the “Additional Resources” links included at the end of this slide deck.


Explore calendars and select one you are likely to use – monitor, revise, etc. – daily.

Google search - free personal electronic calendar


Begin using the calendar for at least one goal.


Be ready to share your progress, and ask questions next week!

Assignment:

Related Resources, Choose a Calendar, Try it!
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Additional Resources

• Terms to search:

– GANTT chart.

– PERT chart.

– Attention management.

– Time management.

• OER Commons - https://oercommons.org/

– Search for “time management”

• Feeling intellectually adventurous?

– https://www.youtube.com/watch?v=93jXDJhi6_c
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Additional Resources

Terms to search:

GANTT chart.

PERT chart.

Attention management.

Time management.

OER Commons - https://oercommons.org/

Search for “time management”

Feeling intellectually adventurous?

https://www.youtube.com/watch?v=93jXDJhi6_c 
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The T.I.M.E.TM System

Richard Brown

rwb@esdi.us
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Overview

Week 1:

• Overview.

• Technical Suggestions.

• Introductions.

• Worksheet:

Goal, Milestones, 

Tasks, and Monitoring.

• Goal Activities.

• Assignment.

Week 2:

• Sharing/update and

critique exercise.

• Handling multiple goals.

• Lessons learned.

• Thoughts, questions, ideas.

Week 3:

• Open Q & A and updates.

• More goals.

• Review “Additional 

Resources.”

• Class Evaluation.


