
Time and Motivation Management Plan
Objective: To assist students in managing their time effectively and 
sustaining motivation throughout the college planning process.

Student Name: _____________________________Current Grade: 
_____________________________  

Section 1: Master Calendar

• Important Dates:
◦ SAT/ACT Test Dates: _____________________________
◦ Application Deadlines: 

▪ College 1: _____________________________
▪ College 2: _____________________________

◦ Scholarship Application Deadlines: 
_____________________________

◦ Campus Visits: _____________________________

Action Items:
• Transfer all dates to a calendar (digital or paper) for daily reference.
• Set reminders for each deadline one week in advance.
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Section 2: Task Breakdown

• College Application Tasks:
◦ Research: 

▪ Time Allocated: _____________________________
◦ Essays: 

▪ Brainstorming: _____________________________
▪ Drafting: _____________________________
▪ Revising: _____________________________

◦ Letters of Recommendation: 
▪ Request by: _____________________________

◦ Interviews: 
▪ Prep Time: _____________________________

• Prioritization:
◦ Urgent and Important: _____________________________
◦ Important, Not Urgent: _____________________________

Action Items:
• Break each task into smaller, actionable steps.
• Assign specific times or days to work on each task.

Section 3: Goal Setting

• Short-Term Goals:
◦ Goal 1 (Complete one college essay): 

_____________________________, By: 
_____________________________

◦ Goal 2 (Visit two colleges): 
_____________________________, By: 
_____________________________

• Long-Term Goals:
◦ Goal (Submit all applications): 

_____________________________, By: 
_____________________________

Action Items:
• Review these goals weekly or bi-weekly to track progress.
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• Celebrate each goal achieved, no matter how small.

Section 4: Motivation Trackers

• Your 'Why':
◦ Why do you want to go to college? 

▪
• Vision Board:

◦ Describe or list what your college life looks like:
▪

• Motivation Quotes or Mantras:
◦ Quote 1: _____________________________
◦ Quote 2: _____________________________

Action Items:
• Create a physical or digital vision board to visualize your goals.
• Write your 'why' on a sticky note or in your planner for daily 

motivation.

Section 5: Support Network

• People:
◦ Mentor/Teacher: _____________________________
◦ Peer: _____________________________
◦ Family Member: _____________________________

• Groups or Resources:
◦ Online Forums: _____________________________
◦ Clubs or Organizations: _____________________________

Action Items:
• Plan regular check-ins with your support network.
• Join at least one group or forum for mutual encouragement.
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Section 6: Reflection and Adjustment

• Weekly Reflection:
◦ What went well? _____________________________
◦ What needs improvement? 

_____________________________
• Adjustments:

◦ Changes to your plan: _____________________________

Action Items:
• Schedule time weekly for reflection.
• Be flexible with your plan; adjust as your needs or motivation levels 

change.

This plan is designed to keep you organized and motivated throughout the 
college planning journey. Regularly update and review this document to 
ensure you're on track and to reignite your motivation when it wanes. 
Remember, this process is about growth, both academically and personally.

Next Step: Use this plan as a living document, revisiting and revising it as 
you progress through your college planning to maintain both your time 
management and motivation at optimal levels.
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