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PLANNING 

 Be sure you know the objective or goal of your project. 

 Think about what needs to be done, Do you want to do a project that will benefit your family? Your neighborhood?  Your 
community? Your state or the nation? To choose a project, you may need to ask people or read about current issues in the 
newspaper. 

 Decide what you will do, why you are doing it, and who will benefit. 

 Be sure that it is OK to do your project before you begin.  You may need to get permission from the group or agency you 
intend to help, Some groups have specific rules for anyone who wants to volunteer their services. 

 Be sure you have all the supplies you will need. 
 

PERFORMING THE SERVICE 

 Before you begin, answer the following questions: 

 What activity will you do? 

 How will you do it? 

 Who will do what? 

 When will it be done? 
 
REFLECT ON WHAT YOU HAVE ACCOMPLISHED 
Afterward, think about your project and what you have achieved. 

 What did you accomplish? 

 How did doing this make you and your family feel? 

 What did it do to make your family feel closer? 

 What did this mean for the group that benefited from your project? 

 What could you do in the future? 

 How might you improve the project? 

 How has doing this project changed the way you feel about helping others? 
 
GOOD MANAGEMENT SKILLS 
Effectively managing a family requires balancing time and money.  It means taking the time to do what needs to be done so that the 
family will have time to do fun things together, too.  It means making responsible financial decisions that do not put the family at 
risk. 
 
TIME MANAGEMENT 
You may have heard the saying “A family that plays together, stays together.”  Well, in order to have time to play and relax, families 
need to plan and use their time wisely.  Setting goals and priorities will help your family stay on track.   
 Say that your family is thinking about buying a new car.  It’s Saturday, and you, your dad and stepmom, and your sister 
want to see the auto show in town.  The family van needs to be washed.  If all of you pitch I, the chore will take far less time.  Best of 
all, you will have plenty of time left to see the auto show.  Solving time problems takes a little planning and some cooperation, but it 
pays off in the long run.   
 Here are some ways you can manage your time more wisely: 

 Reward yourself for accomplishments along the way, like enjoying a juicy apple for a snack after your homework is done. 

 Schedule some relaxation time each day’ everyone needs some down time.   

 Schedule “emergency” time for activities that take longer than expected or for unanticipated matters. 

 Create a to-do list and check off each item as you complete it so that you can see your progress. 

 Try to schedule the most difficult tasks at a time when you are the m ost productive, such as in the morning if you are a 
monrning person. 

 Be flexible, and make adjustments if necessary. 

 Ask for help or instructions if you need them. 

 Eliminate low-priority items from your to-do list. 

 Determine important priorities.  Be prepared to say no – to yourself, to family, to friends – to things that might interfere 
with your schoolwork. 
 


