Objective 

Many workers feel that they are rushed to do the things which they have to do. Extremely happy workers are less likely to feel rushed and have more time for leisure activities. A goal of time management is to analyze your time, organize your life, and make short- and long-range goals. By efficiently planning and using your valuable time, perhaps you can feel in control of your life and have more time to do things that you want to do. In the first activity, you will visit time management Web sites. These Web sites will provide you with time management tips. This activity will help you manage your day-to-day activities. The second activity will require you to research time management with a search engine. From this activity, you will be able to find ways to save time as a student.
Activity 6.1 

1. Select one of the time management Web sites.
2. Look for a link to time management articles or time management tips. Read about several time management tips.

3. List four tips that will help you manage your time more efficiently.

4. Write two simple sentences and one compound sentence describing how you will use the timesaving tips. After you write your sentences, be certain to check over your work, paying careful attention to the capitalization rules.

5. Return to the Business English at Work Web site, and repeat Steps 3 and 4 by clicking on the other time management Web sites.

6. Write your name on your paper, and hand it in to your instructor.

Activity 6.2 

1. Click on one of the search engines.

2. Key student time management in the Search box (some search engines may use an Enter Word box).

3. Click on one of the results that seems interesting to you.

4. List three tips that will help you manage your time as a student.

5. Return to your search results by clicking the Back button.

6. Find and print another article about managing time.

7. Working from the printout, choose two paragraphs and underline each capital letter. Above the capital letter, identify the rule. Use the following codes: F (first word in a sentence), Prop (proper noun), Pron (pronoun), Geo (geographic locations), Comp (companies, institutions, organizations, clubs), T (titles), and Pub (publications).

8. Refer to your textbook for any capitalized letters that do not follow the rules listed above. Create your own abbreviations for these rules.

9. Write your name on your paper, and hand it in to your instructor.

