
Time Management and Project Planning Lessons excerpted from the Personal Management 
Merit Badge Pamphlet (2007 Printing) 
 
PLANNING YOUR TIME 
It is important to learn to mange time just as you have learned to manage money – carefully and with thought.  Remember you are 
learning how to take more responsibility for yourself and managing your time is one important way of serving that aim.  Everybody is 
given the same amount of time each day, and it is up to us to spend it the way we choose.  If we choose to spend time wisely, it can 
pay dividends, just as an investment does.  Many people do not realize it, but by using time more effectively, they can reduce stress, 
be more productive, and usually have more time to relax and enjoy life.   
 
There is no perfect way to balance your time, but there are a number of plans.  These plans often direct you to change how you 
think, and, and use your time.  You will discover that by organizing you life and time, sometimes in little ways, you can spend your 
time wisely.   
 

Part of planning your time wisely includes making sure you get the sleep you need to function 
well during the day.  Getting a good night’s rest helps make sure you have the energy you need 

for school, play, and work. 
SETTING GOALS 
Sometimes it might seem that you do not have the same amount of time that you did when you were younger.  But, you had the 
same number of hours in a day then as you do now.  You just had fewer things to do.   
 
To make the most of you time as you become busier, set goals, just as you do to manage your money.  Plan the activities you need 
and want to do, and then determine how to accomplish them.  Doing this can go a long way toward helping you use your time 
effectively.   
 
To get started, list your short-term and long-term goals. Short-term goals are those things that you want or need to do today, 
tomorrow, or in the next week. They might include finishing a homework assignment, going to a troop meeting, or going to baseball 
practice.  Long-term goals are things you want to accomplish over the next several weeks, months, or years.  These could include 
writing a term paper, earning two or three merit badges, learning a foreign language or to play a musical instrument, or studying 
subjects that will help you in a career. 
 

Organizing your short-term and long-term goals is like playing a football game.  Short-term 
goals include making first downs and advancing the foot-ball.  The long-term goal is to cross 

the goal line and score a touchdown.  It takes planning to do that. 
 

Studies show that those who take the time to write down and prioritize their long-term goals 
are more likely to fulfill those goals. 

Be specific about what you want to do, such as completing tow merit badges, and when you will do it, including the number of days, 
weeks, or months.  Estimate how long it might take in hours and how you are going to accomplish it, such as setting aside a set 
number of hours each day or each weekend.  When planning, start with the end result and work backward.  This will give you a 
better idea of long it will take to reach the goal.   
 
Writing down your goals helps you see what and how much you need to do.  Pin your list of long-term goals to a bulletin board or in 
some other prominent location.  List your short-range goals on a calendar or some other daily organizer.  This is your “to do” list for 
the week.  Today, for example, you might need to read a chapter in one of your schoolbooks, go to sports practice, and then study 
for a test in another school subject. 
 
Do not limit your choice of goals and activities just yet.  Write them all down.  Then use the next section to help you figure out which 
ones deserve more of your time and help you schedule those activities. 
 
SETTING PRIORITIES 
Because we do not have the time to do everything we need or want to do, it is important to set priorities.  You already learned 
something about priorities when you set your goals.  By deciding what you most want to do in the future, you decided many of your 
most immediate priorities.   
 
Some priorities will be obvious, such as homework, going to Scout meetings, attending worship services, and getting to work on 
time.  Other priorities will be less clear.  Perhaps you want to assemble a plastic model or improve your pitching technique for 



baseball.  Maybe you want to earn two merit badges in a certain time frame.  How will you have enough time to do all of these 
activities?  Setting priorities will help you determine which goals are more important to you. 
 
Study your short-term and long-term lists and ask yourself if you really want, or need, to do each activity.  Number each item from 
most important to least important – from 1 to 10, for example, with 1 having top priority.  Then begin work on the most important 
items first.  You will focus your attention on these before moving to items lower on the priority list. 
 
ACCOMPLISHING GOALS 
Now that you have listed your priorities, it is time to get started on the list of things to do.  Getting started can be the hardest part.  
People are more likely to procrastinate, or put of tasks, when a project is large or unpleasant or the deadline is a long time away.  
One trick is to break down large tasks into smaller ones.  You also can do this when working on a long-term goal.  For example, if you 
have a term paper due in six weeks, break up the tasks into stages, such as the following: 

1. Collect research materials. 
2. Take notes on research materials. 
3. Organize notes and write an outline. 
4. Write a first draft. 
5. Write a second draft. 
6. Prepare the final copy. 

Set a deadline for each stage and write deadlines on your calendar.  For example, you might collect research material this week, take 
notes next week, and so on.  By doing this, the term paper becomes several smaller more manageable tasks instead of one large 
difficult project. 

Before you start, remove clutter and organize your work area.  The less time you spend 
searching for information or tools, the faster you will finish.  Also, eliminate potential 

distractions and minimize interruptions such as phone calls.  Return calls after you have 
finished your tasks. 

TIME-SAVING TIPS 
These tips can help you manage your time more wisely, avoid spreading yourself too thin, and be prepared for unexpected delays or 
emergencies. 
Reward yourself for accomplishments along the way.  Tell yourself you will get a snack, call a friend, shoot some hoops, or relax for 
a few minutes after finishing a particular homework assignment or chore. 
Schedule some relaxation time each day.  Avoid filling each minute of the day with tasks.  Everyone needs a little time to relax, 
watch TV, read, play a game, or simply do nothing. 
Schedule ‘emergency’ time.  Activities often take longer than planned and, sometimes, unexpected things happen.  When you plan 
your day, schedule a little extra time to use in case you get behind.   
Check off each item as you complete it so that you can see your progress.  This is especially helpful when you break down a large 
project into smaller ones. 
Try to schedule the most difficult tasks for the time of day when you are the most productive.  Some people are more productive in 
the morning, and others are more productive in the afternoon or evening. 
Be flexible and make adjustments if necessary. 
Ask for help or directions if you are unsure about something, it could save much time. 
Eliminate low-priority items.  Ask yourself, “What don’t I have to do?” and erase unnecessary tasks from your “to do” list. 
Say no.  This could mean saying no to yourself and to family and friends about doing things that might interfere with your work.  
Commit yourself to things that you must do or really want to do. 
Stop often and ask yourself, “What is the best use of my time right now?” 
Reevaluate your goals from time to time.  The might change as time passes. 
 
PLANNING A PROJECT 
For any project you undertake, including education or vacation, a plan will help you gain a better understanding of what it will take 
to accomplish it.  
 
Let’s say you are organizing a camping trip for your family.  First, consider the project’s scope. What will be the purpose or goal of 
the trip?  Will you need special equipment or training?  How long will the trip be:  one day, overnight, or longer? 
 
Planning will involve deciding where to go, how you will get there, and how long it will take to travel there.  What activities do your 
family members like?  You probably will want to go to a place where you can do these activities.  Or, maybe your family wants a new 
adventure.  You also will need to determine the best season to go and, if possible, see what the long-range weather forecast will be.   
 



For example, if you main goal is to go hiking, bird watching, or to visit a natural or historical site, then you and your family probably 
will stay at one location.  The equipment needed probably will not include more than hiking or walking shoes, maybe binoculars, and 
appropriate clothing.  However, a camping trip might include more activities, such as canoeing, rappelling, backpacking, bicycling, 
skiing, or collecting specimens of rocks and flowers.  These activities require special training and / or special equipment.  Also, a 
camping trip probably will be longer than a day or two and might involve changing your campsite location once or twice.   
 
Check out the various options for places to stay and know what is required to stay there.  The National Park Service, state and 
county parks and recreation departments, the Forest Service, Army Corps of Engineers, or the Bureau of Land Management 
administer many campsites. 
 
Also, find out what facilities are available, such as restrooms, showers, potable water, picnic tables, electricity, types of shelters, 
phones, and whether campfires are allowed.  You can find this information on the Internet, in camping guidebooks or by phone.  
 
Next, determine the type of and how many clothes you will need on the trip.  Checking the weather forecast will help you decide 
what clothing and other gear you may need.  You also will need to plan how much food, water, personal hygiene and fist-aid 
supplies, cooking utensils, maps, and other gear you must take.  Make a list and check off each item as you pack it. 
 
The length and destination of your trip, as well as the activities you plan to do, will be determined in part by your trip budget and the 
time you have.  You might discover that the trip you want to take could cost more than you can afford, in which case, you will have 
to decide what activities or equipment to subtract.  Among the trip’s expenses will be fees for campsites and / or any activities you 
plan to do.  Other expenses will include the costs of any special equipment, travel, food and other supplies, and any required 
permits.  You might not have enough time to do all of the activities you have planned.  You will need to prioritize those things you 
really want to do as opposed to those things you would like to do. 
 
The more planning you do for a project, the less likely it will be that you will encounter surprises.  However, it would be wise to 
develop a backup plan in case something changes, such as the weather conditions in the area you plan to visit. 
 

As you plan your activity, don’t forget to develop a list of resources such as weather and 
visitors’ bureaus or tourist information offices for the area you plan to visit.  Perhaps you might 

find coupons for discounts and family or group rates.  Ask your librarian at school or a public 
library for help, or (with your parent’s permission) surf the Web. 

 


