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Ways to prioritise: 1
Know what you have to do and when
/_TEEE Frid T T
Diaries l/ f
Calendars '
Wall planners :
Week planners
Organisers ¢
N
Timetables mmna.

You can use paper or electronic versions or a combination

/ Put key things
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on sticky Use a table
notes or cards or a wall
Group Colour
Move them together code
around to get
an order
Stick in a Revise
\ notebook regularly
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To do or not to do?
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Some people like to make ‘to do’ lists and
get great satisfaction from crossing off
tasks as they are done.
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Some end up with a list that’s too long and
becomes intimidating.

Try and keep ‘to do’ lists short term —to be
done today or during one week.

List only the things that are urgent or ¢
important. *
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To- do- List

1. Pay rent
2. Toke back

Ubrary books.
3. Brainjform

4. Prep fuforial
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Try using:
Sticky e-notes on your

PC screen.

Your mobile phone.

A note book.

A diary or planner.

1
!
/
/

PR4

N o

University of Edinburgh @ IAD www.ed.ac.uk/iad/undergraduates



INSTITUTE FOR
|AD ACADEMIC
DEVELOPMENT

Ways to prioritise: 2
Sort out what's urgent and what’s important:

Kl'ake a sheet of \ (VVrite important\ (Add your \

paper and fold it at the top and assignments, any

twice so you urgent on the left | ) deadlines and all

have four ) hand side. the other things

sections (or You can add you need or would
like to do
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do these at all?
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Think carefully about anything you have listed in the bottom right
hand corner of the paper. Be prepared to bin some things or leave
them for holiday periods. Sometimes we can’'t do everything.
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