
Time management// You need to plan your time to meet 
the deadline and end this project successfully.

1. Be aware of the project schedule and the time left until the submission.
2. Draw a table and write what you have done so far, per day or week depending on the project’s duration.
3. Write down specifically what you are going to do today.
4. What will you do this week? Set yourself 2 or 3 main tasks per day.

5. Write down what you will do in the weeks to come to meet the deadline. Set yourself the main tasks.
6. Ask for feedback to see if your planning is doable or if steps are missing.
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