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Some things happen every day, but others don’t. Most people look at their lives not just one day at a time, but also a week at a time. A Weekly Planner will help you keep track of homework assignments, weekly appointments, and important dates. 

You can buy a Weekly Planner, but it’s just as easy (and more fun) to make one. Either way, here’s how to make the most of it: 

1. A good Weekly Planner will show the entire week on one page, or on two pages that face each other. With one glance, you’ll be able to see how your schedule looks for the 7-day period. 

2. Under the date for each day, there should be squares or lines representing the hours, so you can write in each task or event at the correct time, like a 5:00 p.m. dentist appointment or a 6:00 p.m. astronomy club meeting. 

3. Looking at your appointments and activities for the whole week will help you picture and predict how it will play out. You should be able to see possible conflicts, like two events that overlap, or other problems, like too many major assignments due on the same day. 

4. When you find conflicts or schedule problems, you can work towards solving them. This might mean rescheduling an appointment, or getting a particular assignment done a few days early so you’ll have time to do the other one as well. 

5. At the beginning of each week, make sure you check your Monthly Calendar to include any other important dates. 

6. Like with a Daily Planner, it’s a good idea to color code your Weekly Planner so you’ll easily see what’s going on. 

7. Take your Weekly Planner with you everywhere, so you can write down assignments and appointments when you first learn about them, and double-check to see if you can make a certain commitment, like meeting your friends at the movies. 

Copied from:  http://pbskids.org/itsmylife/school/time/article6.html
c It’s My Life, http://pbskids.org/itsmylife
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