
 
Here are three reasons why: 

• It makes your goal manageable – so it’s more likely to happen. 
• It saves you time - because you always know exactly what you should be working on 
• It reduces stress, because you don't need to worry about remembering everything that 

needs to be done – following your plan means you’re always on track. 

Step One - Know your deadline – now work backwards from there. If you’re sitting exams, this 
means knowing the exact date of each one. 

Step Two - Work out exactly what you have to do by your deadline. If you’re revising, list 
everything you need to do / learn / have achieved in order to go into that exam hall with 
confidence.  

Step Three  - Now take everything you wrote down in Step 2, and break the list into bite-sized 
targets that you can work through one at a time. This is the key to transforming a daunting 
project into a manageable series of steps. If you want to lose weight, think: one pound at a 
time. For exams, identify specific topics and items that have to be learned. 
 
Step Four - Now get a calendar or planner (there are two downloadable versions here). You’re 
about to draw up your plan.  
 
Step Five - First mark out all the time you definitely WON'T be working on your goal, because 
you’re out, or busy doing other things. Remember to plan for breaks and fun stuff as well as 
other commitments.  
 
Step Six - Work out how many hours you have available and divide your mini goals from Step 
4 across these hours. Don’t worry about precise times – think about large blocks, like 
morning, afternoon and evening.  
 
Step Seven - If you’re studying, remember you need to allow time for reviewing your revision 
and doing past papers.  
 
Step Eight - Make sure your schedule is realistic, and is flexible enough to allow for any 
hiccups. Your plan will need to be updated and modified as you go along. Use a pencil or 
online chart so you can make changes easily. And allocate some weekly free time where you 
can catch up on any work if you need to... 
 
Step Nine - Create a reward system for yourself – it helps keep you motivated. Make sure the 
rewards are things you really like – and don’t cheat!   
 
Step Ten - Now pin your schedule up where you can see it. And get going!  Tick off each day's 
achievements so you can see your progress.  
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