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Take a week and write down all of your activities, and how much time you invest in each of them. At
the end of the week, you will be able to identify how much time remains for your writing. You can
use the template below and add extra categories according to your weekly activities.

Activities Mon Tue Wed Thu Fri Sat Sun
Seminars & lectures

Preparation & follow-
up on classes

Eating, sleeping,
travel

Job

Household chores
Hobbies

Other

Evaluation: Are you satisfied with the results of your week? Are there any time killers that you want
to avoid in the future? Do you want to invest more time in a particular activity, or less in another one?

Creating a work plan: Having identified how much time you are able to invest in writing, you can now
create a work plan with specific goals and time slots dedicated to writing exclusively. You can include
sufficient time for breaks and other important activities, but also think about rewards, i.e. activities,
such as hobbies, that you can do after achieving a particular goal for your writing projects.

Other techniques in the ‘planning’ section of our Online Writing Lab can help to realize further steps.
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