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WELCOME !

Welcome to College ofThe Albemarle! Students are the most important people at the college.

The faculty and staff are eager to help you reach your educational and career goals. We are

committed to providmg an environment of mutual respect in which each member of our college

will realize her/his maximum potential.

Read this handbook to begin your college career on a positive note. It is filled with information

to help you succeed at COA and in your career Develop habits for your success. By doing so.

you will experience a healthy, productive, and rewarding life.

Graduates of College of The Albemarle have performed well in a wide variety of careers. If you

are interested to know the graduation rate of sliidtai^ in your program of study, please see the

Registrar. Please seek the assistance ol faculty and staff as you need it. Get involved in college

activities. Have a wonderful year!

£^^C
Ray Scaffa

Vice President for Student Development

COA PRIDE

Self-respect . - Dignity . . High-minded personal values . . . Satisfaction taken in your

achievements - , - The fulfillment received from doing your best . . . This is pride.

Courtesy . . . Responsibility . . . Service . - . Respect for fellow students, faculty, and staff . .

.

Taking responsibility for your actions . . This is COA Pride.

COA Pride is a collective agreement among all students, faculty, and staff to sustain an excellent

community for learning. We all work together to maintain a safe and clean campus. Each ofus

contributes to a friendly and helpfiil atmosphere from which all of us benefit. This includes

refraining from using profanity, placing trash in cans, attending every class on time, completing

each assignment to the best of your abihty, providing assistance to newcomers, participating in

activities and services, and enabling each member of our campus community' to reach individual

and common goals. COA Pride sets a high standard of excellence for all of us.

Call Ray Scaffa, 335-0821, exl. 2251. or Lmda Lewis, ext. 2218. to get involved with COA
PRIDE.
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Purpose of the College

The purpose of College of The Albemarle is to provide accessible education, training, and

retraining for better jobs and better lives in northeastern North Carolina.

Mission Statement

In keeping with the mission of the North Carolina Community College System, College ofThe

Albemarle opens the door to high-quality, accessible educational opportimities that minimize

barriers to post-secondary education, maximize student success, and improve the lives and well

being of individuals by providing:

• Education, training, and retraining for the adult work force in a global economy,

including literacy education, occupational, and pre-baccalatireate programs;

• Support for economic development through services to business and industry;

• Services to communities and individuals which promote the quality of life; and

• An environment that promotes job satisfaction and career development for faculty and

staff

Statement of Our Values ^*
We respect the students, clients, and fellow employees whom we serve.

We believe in the dignity and potential of every person. We appraise others by the depth

of their character, appreciating their cultural heritages and their diverse opinions.

We respect our relationships with one another.

We work with one another on the basis of trust, giving trust to others and seeking to earn

their trust by speaking and acting with integrity, dependability, and sincerity. We value

interdependent teamwork which operates through the exercise of mutual respect and the

shanng of ideas and decisions.

We respect the educational process which we provide.

We value excellence in instruction. Through the practice of our values and attitudes, we

seek to foster the education of the whole person.

We respect the community which we serve.

We value partnership in and service to the commimity as one of the responsibilities of

citizenship. We value the resources provided to us by our community and seek to employ

them efficiently and effectively.

L
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CALENDAR

Fall Semester 2002
Fall Registration Begins Monday. July 15

First Day of Classes Monday, August 19

Last Day to Register or Add Classes Wednesday, August 21

End of Refund Period: First Eight-Week Session Thursday. August 22

End of Refund Period: 16-Week Session Wednesday. August 28

Labor Day Holiday Monday, September 2

Mid-Term Break Monday - Tuesday, October 14-15

Last Day to Withdraw Without Grade Penalty Wednesday. October 16

Last Day of First Eight-Week Session Wednesday, October 16

First Day of Second Eight-Week Session TTiursday. October 17

Thanksgiving Holiday (no classes) Wednesday - Fnday, November 27-29

Last Day of Classes Monday. December 9

Exam Week Tuesday - Monday, December 10-16

Fall Semester Ends Monday, December 16

Spring Semester 2003

Spring Regisffation Begins Monday. November 11. 2002

Late Registration Thursday - Wednesday, January 2-8

First Day of Classes Wednesday. January 8

Last Day to Register Fnday, January 10

End of Refund Penod: First Eight-Week Session Monday. January 13

End of Refund Penod: 16-Week Session..... Fnday, January 17

Martin Luther King, Jr Day Monday, January 20

Last Day To Withdraw Without Grade Penalty Wednesday, March 5

Last Day of First Fight-Week Session Wednesday. March 5

Monday Classes Make-up Day Wednesday, March 5

Mid-Term Break (Make-up Days) Thursday - Fnday, March 6-7

First Day of Second Eight-Week Session Monday, March 10

End of Refund Penod: Second Eight-Week Session Thursday. March 13

Spnng Holiday (no classes) Monday - Friday, April 21-25

Last Day of Classes Friday. May 2

Exatr. Week Monday - Fnday. May 5-9

Spnng Semester Ends..... Fnday. May 9

Spring CommeocemenL Wednesday, May 14

Summer Session 2003

Registration Begins Monday, Apnl 14

First Day of Classes Monday. May 19

End of Refund Penod: First Five-Week SessioiL Tuesday. May 20

Memonal Day Holiday Monday, May 26

End of Refund Penod: 10-Wcck Session Tuesday. May 27

Last Day to Withdraw Without Grade Penalty Monday. June 23

Last Day of First Five-Week ScssiotL Monday, June 23

Fust Day of Second Five-Week Session Tuesday, June 24

End of Refund Penod: Second Five-Week Session Wednesday, June 25

Independence Hohday Fnday. July 4

Last Day of Classes Monday. July 28

Summer Commencemeni Wednesday, July 30



ACADEMIC ADVISEMENT

One of the most important activities you will engage in while at the college is the process of

academic advisement. Academic advisement is a time for you and an advisor to discuss your

academic and career goals, to explore options, and make informed decisions on a regular basis.

You will be assigned an advisor from among the faculty of the academic department representing

your major area of study. If you are undecided about your major, you will be assigned to a

Student Development advisor.

It is important that you maintain contact with your advisor throughout your enrollment. Faculty

advisors post a schedule of ofTice hours, and you should feel free to call on them anytime you

need assistance. Your advisor will assist you in selecting courses, planning youj schedule, and

registering for your classes.

One of the most successful ways to ensure a successfiil academic career is to utilize the academic

advising process.

How to Prepare for an Advising Appointment

1. Make your appointment EARLY.
2. Keep your appointment or call in advance to cancel so that someone else may have the

time slot.

3. Be on time.

4. Review materials that you received at orientation or during previous appointments before

you go to your advising appointment.

5. Write down any questions you wish to ask your advisor.

6. Take appropriate materials to the advising appointment (pen/pencil, catalog, graduation

check sheet, class schedule booklet, trial schedule of classes, etc.)

7. Follow through on referrals and recommendations that are made during the advising

sessions.

Advising Tools

The following resources are available to help you in the advising process. Collect this

information and keep it on file and available to take with you when you meet with your advisor.

College Catalog

The college catalog contains information about academic policies and regulations, the curriculiun

for each academic program, and course descriptions for each course offered. The course

descriptions will show any prerequisite or corequisite courses or any special restrictions. You

should read all course descriptions and discuss with your advisor before registering each

semester. You should also discuss with your advisor courses that are only offered certain

semesters or on a limited basis and how this affects prerequisites.



Gradnation Check Sheet

You should maintain an up-to-date Graduation Check Sheet for the program for which you are

pursuing a degree or diploma Graduation Check Sheets may be obtained from your advisor or

from the Student Development office.

COA Schedule of Classes

The COA Schedule of Classes is the official schedule of classes published each semester. In

addition to course listings offered, the Schedule also provides the following:

1

.

Dates to begm registration

2. First day of classes

3 Last day to register or drop/add classes

4 Deadline to pay tuition/fees

5. Tuition refimd period

You should use the COA Class Schedule for the upcoming semester to prepare a trial schedule

before meeting with your advisor. Remember to use your Graduation Check Sheet as a guide for

preparing your class schedule.

STUDENT DEVELOPMENT INFORMATION

To register for classes or drop and add a course, see your assigned academic advisor.

Your advisor will help you complete the paperwork necessary. If you do not have an

assigned academic advisor, see an advisor in Student Development.

You are notified by mail when you are assigned an academic advisor. If you cannot

remember who your advisor is, contact Student Development.

To withdraw from all your classes, see your assigned academic advisor. If you do not

have an assigned academic advisor, see an advisor in Student Development.

To change your major, complete a Student Information Change Form available in Student

Development or from your assigned academic advisor.

To update your name, address, or phone number, complete a Student Information Change

Form available in Student Development or from youi assigned academic advisor

To apply for graduation, complete the application mailed to you during the fall semester

before the spnng or summer graduanon for which you are ehgible If you do not receive

an application in the mail, you may obtain one in Student Development and complete it

during the fall semester before you plan to graduate.



Who's Who in Student Development?
P.O. Box 2327. Elizabeth City. NC 27905-2327 • 252/335-0821 • FAX 252/335-2011

Ray G. Scaffa. Vice President, Student Development

and Dean of Students

Chenie A. Boyce, Admissions and Testing Advisor

Emma L. Boyce, Assistant Director, Scholarships & Student Aid

Mary Louise Brown, Registrar

Angela Godfrey-Dawson, Director, Scholarships and Student Aid

Judy A. Gordon. Director, Student Activities/Counselor

Joyce S. Johniklns, Student Aid Assistant

Kenneth L. Krentz, Director, Admissions and Testing

Linda H. Lewis. Administrative Assistant. Student Development

Maenecia M. Lewis. Activities and Retention Advisor

Annette Robierson, Admissions Technician

Trisha B. Saviryer, Student Aid Assistant

Renee J. Shannon, Student Aid Assistant

Martha W. Swain, Director, Counseling and Career Development

11 -mm albemarle.edu

X2251 A120
X2281 A125
X2217 A108
X2252 A121

X2225 A122
X2277 A119
X2355 A114
X2220 A117
X2218 A118
X2240 A117a
X2221 A118
X2355 A114
X2254 A112
x2243 A123

Dare County Campus
132 Russell Twiford

Manteo. North Carolina 27954
Phone (252) 473-2264 / Fax (252) 473-5497

wvw/.albemarle.cc.nc.us/dare

Hours of Operation

Monday-Thursday, 8:00 a.m.-10:00 p.m.

Friday, 8:00 a.m.- 4:30 p.m.

Staff

Teresa T. James, Dean, Dare County Campus
Emily G. Robertson, Assistant Dean / Coordinator. Student Services

Chowan County Center
1316C North Broad Street

Edenton. North Carolina 27932
Phone (252) 482-7900 / Fax (252) 482-7999

wfww.albemarle.ee.nc.us

Hours of Operation

Monday-Thursday. 8:00 a.m.-10:00 p.m.

Friday. 8:00 a.m.- 4:30 p.m.

Lynn Hurdle-Winslow, Dean, Chowan County Center

Ella L. Holley. Director, Student Services
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A Quick Reference Guide to Dare Campus Resources

^
^
^
^
^
^

Academic Advising Student Development Emily Robertson Ext. 223 ^
Academic Records Student Development Malinda Lathan Ext. 222 >tU
Admissions Student Development Emily Robertson Ext. 223 ^^B
Career Development Resources Student Support Services Kathryn Lamb Ext. 227 «J
Child Care Information Student Support Services Kathryn Lamb Ext. 227 ^^B
Class Schedules Student Development Malinda Lathan Ext. 222 ^Ul
Continuing Education Classes Continuing Education Kim Spencer Ext. 285

^^
Cooperative Education Cooperative Education Kathryn Lamb Ext. 227 ^J
Disadvantaged Student Assistance Student Support Services Kathryn Lamb Ext. 227 ^1
Dropping/Adding Courses Student Development Malinda Lathan Ext. 222 ^ II

Financial Aid Scholarships Student Development Emily Robertson Ext. 223 ^1
Grades Student Development Malinda Lathan Ext. 222 ^ 11

Library Services Learning Resources Center Marion Heller Ext. 230 ^1
Personal Counseling/Referrals Student Development Emily Robertson Ext. 223 ^J
Placement Testing Student Development Emily Robertson Ext. 223 -^J
Refiinds Cashier Connie Mizelle Ext. 248

^JRegistration Student Development Malinda Lathan Ext. 222

Student Clubs/Activities Student Development Emily Robertson Ext. 223 uStudents with Disabilities Student Support Services Kathryn Lamb Ext. 227

Transcnpts Student Development Malinda Lathan Ext. 222

^JTuition/Fees Payments Cashier Connie Mizelle Ext.248

Tutorial Services Student Support Services Kathryn Lamb Ext. 227 ,—

.

Withdrawal from Courses Student Development Malinda Lathan Ext. 222

-J

A Quick Reference Guide to Dare County Resources

m

-J
/Animal Shelter, Dare Co. 473-1101 Medical Center, Outer Banks 441-7111 -J
Chamber of Commerce 441-8144 Mental He alth, Substance Abuse 473-1135

<i. 1

Clarks Food Pantry 261-2016 Ministerial Association 441-6592 *J
Commissioners 473-1101 Police Department, KDH 480-4036

.^, ,

Driver License Office 473-2 1 43 Police Department, Manteo 473-2069 *J
Elections, Dare Co. 473- 1 1 1 Police Department, NH 441-6386

Food Panny, Cape Hatteras 995-5772 Red Cross, Dare County 473-3366 "4
Food Pantry, Mt. Olivet Ch. 473-5768 Social Services 473-1471

Foundation, Community 261-8839 Thrift Shop, Manteo 473-5121 rJ
Health Department 473-1101 Thrift Shop, Rodanthe 987-2442

Hotline Inc. 473-3366 Veterans Service Office 473-1101 -J
Library, Manteo 473-2372 Voluntary

12

Action Center 480-0500

-J
-J
-J
ri

:j
'I



STUDENT ACTIVITIES

College of The Albemarle offers students the opportunity to participate in a number of

extracumcular activities which enhance the educational experience A variety of student

interests are met through the Student Government Association, cultural events, recreational and

athletic programs, club activities, and informative workshops.

Students may participate in the Student Government Association as elected and appointed

Student Senate Officers and Senators. TTie SGA President or designee ser\'es as ex-ofTicio

member of the Board of Tmstees. Student representatives serve as voting members of college

committees including the College Disciplinary Appeals Committee, The Student Affairs

Committee, and ad-hoc committees

Student activity fees are utilized by the Student Government Association to support dances,

concerts, mtramural sports, conferences, and cultural events. Any expenditure from the student

activity fee fund must directly benetit students.

Active student clubs vary from year to year and may vary from campus to campus according to

student interest. A partial list of student clubs includes Cosmetology. Computers, Literary

Round Table, Nursing, Student Voice Newspaper, Students Against Drunk Driving, and Travel

Clubs. Students who wish to form a new club should contact the Director of Student Activities.

Performing groups including the COA Band, Choral Group, and COAST players provide

students opportunities to utilize their talents in shows on campus and in the community.

Membership in the college's international honor society. Phi Theta Kappa, is by invitation to

students who demonstrate high scholastic standing, character, leadership, and service while

attending College of The Albemarle.

The Department of Allied Health and Wellness offers intramural sports. Participation in

intramural sports is voluntary, and no college credit is awarded. Activities offered through the

intramural program are correlated with those taught in physical education courses to provide

students an opportunity to practice their skills in actual competition

For more information on student activities, please contact the following:

Chowan County Center Ella L. Holley 482-7900

Dare Conty Campus Hmily G. Robertson 473-2264 Ext. 223 DC113

Elizabeth City Campus Judy A. Gordon 335-0821 Ext. 2277 A 119



CAMPUS SECURITY

Ifyou are a witness to or victim of a crime, it is critical that it be reported immediately to a

Campus Security Officer or Campus Police who patrol campus.

LOST AND FOUND

If you lose an article, report it to a Campus Security Officer immediately.

Lost and found articles and inquiries should be directed to the Switchboard Operator/Information

Center at the campus where the item is lost.

TIPS FOR A SAFE CAMPUS

Do not leave personal property in public areas.

Keep a good grip on your purse.

Carry with you only what you need.

Keep your distance from anyone who seems suspicious.

Stay alert to your surroundings.

Lock the doors to your vehicle.

Do not accept a ride from anyone you do not know.

Report perceived safety hazards to Campus Security.

If taking night classes, stay in lighted areas only and use the buddy system when

possible.

EMERGENCY COLLEGE CLOSINGS

In the event of an Emergency College Closing because of inclement weather (snowstorms,

hurricanes), students can get the latest information by hstening to the following radio stations:

WCNC- 1240 AM
WZBO- 1260 AM
WKJX - 96.7 FM
WGAI - AM 56

WCXL- FM104

WOBR- 95.3 FM
WRSF- 105.7 FM
WFMZ- FM105
WVOD- 99.1 FM
WERX - 102.5 FM

WRVS -89.9FM
WNHW-97.1FM
WYND - 92.3 FM
WFMZ - 105 FM
WOBX -98.1FM

TV stations listing current information about college closings are as follows:

WNCT -TV
WAVY - TV

WITN -TV
WTKR - TV

WCTI -TV
WVEC - TV

Adelphia Cable

Channel 8

For taped messages announcing the status of the college, you may call the following:

Elizabeth City Campus (252) 335-082

1

Dare County Campus (252) 473-2264

Chowan County Center (252) 482-7900



First Aid Kit Locations

Bobby Adams A217 Chemistry

Charles Purser C155 Drafting

Mark Cartwright C153 Heating & AC Shop

Cathy Clair A242 2nd Floor A Building

Nancy Farmer E205 Occupational Education

Dara Harrell 0145 Cosmetology

Ron Hostutler Maintenance Office

Lynn Hurdle-Winslow Chowan County Center Front Desk

Chowan County Center Carpentry Class

Joy Johnson Learning Center

Patricia Lee Switchboard

Jerry Leete A206 Science Department

0. McNary C139 Electrical Shop

Stanley Nixon ens Machine Shop

Emily Robertson Dare County Campus Smdent Development

Diane Sawyer E129 Continuing Education

Bob Schenck B108 Library

William Sterritt A116a Evening Director

Grade Point Average (GPA) Computation

Your semester grade point average is calculated by dividing the number quality points earned in

a semester by the number of credit hours attempted in a semester. Your cumulative grade point

average is figured the same way using totals from all semesters.

Example: John Doe attended COA last spring semester. He enrolled m five classes and his final

grades were as follows:

ENG 1 1

1

A 3 X 4 = 12

BIO in C 4 X 2 = 8

MAT 161 B 3 X 3 = 9

HIS 121 B 3 X 3 = 9

PED 130 A 1 X 4 = 4

= Grade Point Average



Notes



^ "The 7 Habits of Highly Effective People " - source for much of the

Compass for Campus content is copynghted and trademarke<i

'^^ content of Franklin Covey Co., wMv.franklincovey.com. and is used
-^ herein under license. All ri^ts reserved. (M PRCMIGR



A day only has 24 hour

you need at least 7-9 hou

to sleep, you also need tin

to eat and relax, your tii...

is valuable. Unless you

have the proverbial i

of an elephant, you \. «

remember everything you

need to do today^ tomorrc

Successful

planner and

get organized.

Read the next few page

to discover how to make

students set goals

to achieve ... WHAT
MATTERS
MOST

Discover what matters most'
Feeling in control starts at

square one. Discover who you are.

What do you value most? How do

you make choices? What does your

future hold? What is truly

important?

Plan WHAT MATTERS MOST*
Time for the next step. Where do you

want to be? What do you need to do to

get there? Set some goals. Plan your

month. Plan your week. Make it challenging

. . . but be realistic!

Act UPON WHAT MATTERS MOST*
Ready for some action? Plan your day. List

and prioritize your tasks - important things

first. Think about your purpose, roles and goals.

And . . . make it happen!

The above marked trademark is the property of Franklin Covey Co. All rights reserved.



DISCOVER
WHAT
MATTERS
MOST

To discover what matters most, take

three steps: begin with identifying your

personal values. Next, determine your key

roles and relationships. Then, reflect on

your mission, your purpose, your hopes

and dreams.

ybur personal values

This is where it all starts. What is impor-

tant to you? What do you value in others?

How would you like to be remembered?

Make a list! Then, prioritize your values

and write a statement clarifying the

meaning of each value for you personally.

Examples of personal values: honesty,

humor, patience, integrity, respect, spir-

ituality, or fitness.

^>-

Your roles and
relationships

Take a few minutes to define

some of your key roles. What is

your role at home? On campus?

Who are you: a partner, friend,

roommate, parent, mentor,

learner, advisor . . . What are

some of the responsibilities -/

that go with each role?



i
Your mission

your mission is your unique purpose. It's what

gives your life direction. Writing your own

will take some deep reflec-

tion on who you are and what you would like

to accomplish. Completing the phrases

below will help you get started:

mission statement

v_

u Some of the most important things in my life are:

My greatest moments of happiness and fulfillment are:

Some of my dreams are:

I am motivated by and passionate about:

My natural gifts, talents, strengths, and abilities include:

In five years, I will be:

Get started! Go to
www.premieragendas/hed/student/mission.php.

your mission statement is constantly evolving.

Revisit it regularly.

i iwMiiW'imgM-"-



PLAN
WHAT
MATTERS
MOST

Plan what matters most. Set some goals!

Goals are the concrete expression of

what's most important to you. They help

you focus your efforts. They break down a

dream into specific, achievable tasks.

Make your dreams come true . . .

SET GOALS, BUT REMEMBER TO MAKE THEM SMART:

\^ I

SPSCIFIC^ Specific goals state exactly

what you want to accomplish. They are not

vague or confusing, but clear and concise!

i^-\ MCASURABLE) Measurable goals

state what you want and when you want
it. They enable you to measure your
progress at any point along the way.

QH ACTION-ORieNTEP ) Action-oriented

goals indicate how they will be achieved.

They specify what you need to do to reach

your goals.

^^ f^—I
RgAHSTIC) Realistic goals are possi-

-^ ble. They are attainable, considering the

^
I

resources and constraints relative to your

/ nant to

buy a used
computer.

I will save

enough money
to buy it

before the

next semester.

I will set

aside $25

each week.

I can afford

to save this

^ 0^TIMcLy ^ Timely goals allow reasonable

time to achieve them, but not so much
time that you lose focus or motivation.

Timely goals have a specific deadline.

"A goal is

a dream with

a deadline."

I will achieve

my goal by

the end of
this semester.



Before you start planning, let's look at how you spend your time .

.

How do you spend your time? Think of your dally activ-
ities. How do you decide what to do first? The four quad-
rants of the Time Matrix help you categorize activities in

terms of two keywords: important and urgent.

Important - Goals. Values. Urgent - Tasks that call

Activities that contribute for immediate attention,
toward your mission.

Focusing on activities in quadrant 2 (important, not
urgent) will help you improve your personal effectiveness.

Exam tomorrow

Pay phone bill

today

Project due today

Roommate
becomes III

Ringing phone

Unnecessary work

Trivial questions

Interruptions

Date with friend

Essay due in

30 days

Call home

Visit with
academic advi

Procrastination

Too much TV

Excessive Web
surfing

Reading comic
strips

Spend time on important things before they become 1

urgent (Q2). '

Don't be ruled by urgency. Never avoid important work
because of merely urgent tasks.

\

Do important things early. Waiting until they're urgent 1

just increases your stress level.
I

After classes, review what work needs to be completed.
j

Prioritize your tasks. Complete them In that order.

PReMieR
The above marked trademarks, including the Time Matrix model, are the pmperty of

Franklin Covey Co. All rights reserved.



"Things which matter most
must never be at the
mercy of things which

matter least,"

@

Long-range goals are the basic basics'"*

of planning. They are the concrete expres-

sion of your values and mission in your daily

actions. Long-range goals can be personal,

academic or work-related. Whatever they

are, setting goals can help you achieve them.

WHEN SETTING yOUR LONG-RANGE GOALS:

(y Remember to review what matters most to you.

^) Make sure you set SMART goals (p. 5).

(3) Use the monthly planning pages to record your goals.

(4) Record academic goals on the project planning or

goal setting pages (p. 14-21).

MAKE IT EASy ON yOURSELF!

®

Break down your goals into small, intermediate

tasks and work toward them one step at o time:

List and prioritize the intermediate steps required

to complete the goals.

Assign a timeline to each step.

Determine the tasks associated with completion

of each step.

Schedule individual tasks on the monthly and
weekly pages of your planner.

LS / lONa-RANgE PLAN)

Jiiiia'uf Pnojeci (due f 113): Cam^ileie. Uie fin»ject al letiit (ute

week liel/O^ Uie due date io- !) kcute time ta letHew-. !) uuU:

- maJee a noujifk auUute oj ail Ute itefii (lOl1 7)
- iet aiide at lea-it Uviee hauM each week



Ready to achieve your gools? Start planning

®

Use your weekly planning pages to record your

weekly goals. Do It right at the beginning of the

week. This will help you stay focused and

accomplish your most important tasks. Make

the weekly planning process your ...

Habit for Success:

Review your values, roles, and mission. These

determine What Matters Most"'.

Evaluate last week's choices. Were they in line

with your values and priorities?

Check your monthly pages and review your long-

range goals.

Schedule your weekly goals.

Remember . . .

Weekly goals are not typical daily attion

or "to do" items. They are your priori-

ties, your "big rocks" for the upcoming

week. Weekly goals include activities

such as relationship building, per-

sonal development, preparation:

activities that are directly related to

what matters most to you. Choose only

a few big rocks for each week. Setting too

many weekly goals limits your ability

to focus and accomplish what you set

out to do. Examples of weekly goals:

finish the Aztec report, talk to my
academic advisor, go for a run

at least three times this

vieek, take Suzanne out for

dinner, call home.
"First plan the

big rocks, then

schedule the

pebbles."



This is where it all

comes together.

you turned your

dreams into goals..

DAILY PLANNING

ACT UPON
WHAT
MATTERS
MOST

your goals into plans . . . The

next step? Make It happen!

J

- ®

®

Daily planning allows you to prioritize your daily

tasks and stay focused. Follow these steps to plan

your day:

Review the previous day for any unfinished activities.

List your things to do for today. Be realistic!

Prioritize your tasks, giving each an A, B or C value.

Number each task to determine the order in which they
will be completed.

Act upon your plan!

Plan carefully! Prioritizing your tasks is a simple

way of helping you focus on what matters

most. For each of your tasks decide whether

they are:

(a) Vital — your big rocks! Extremely impor-

tant tasksthat affect your weekly goals and

must be done today.

(b) Important — Important tasks that must be

done soon. Examples: projects, class prepa-

ration, buying a birthday gift for a friend,

and other time-driven (urgent) activities or

personal priorities.

(c) Optional — Or ... trivial. Examples include

getting a haircut, a visit to the mall, or reor-

ganizing your bookshelves. Do these when

you have some extra time.

HOW TO BEAT PROCRASTINATION

Don't wait to do the important tasks. Start now!

Reward yourself when you complete a task.

Work with and encourage others. Let them encourage you.

Be in control. Just let the phone ring!

"Never put off till tomorrow that
whichyou can do today. " ? r a hV{ i n



SUCCESSFUL STUDY STRATEGIES
'^

Preparing
for Class

Do the assigned reading
well in advance.

Before class, take a few
minutes to refresh your
knowledge and review
your notes from the pre-

vious class.

CRITICAL
THINKING:

Think Abstract:
Look for key ideas,

patterns, and
recurring principles.

Survey the text for head-
ings, keywords, or sum-
maries.

Estimate the amount of

time needed to read the
entire section.

Plan to read a specific

number of pages in a lim-

ited time period.

Underline key ideas and
write notes during your
actual reading.

Don't be afraid to write

notes or draw arrows
directly in your textbook.

Recite the material to

yourself; know what you
have read.

Think Creative!
Find new possibilities

or alternative solutions: brainstorm.

Think Objective'. Distinguish bet\

facts and opinions: what's true?

Think Precise'. Organize

^ your ideas: be clear.

Be an active listener.

Don't write down every-

thing.

Listen for and record

main ideas and support-
ing facts.

Leave sufficient white
space to allow you to add
notes later on.

Taking Notes

After class, quickly review

your notes.

Add explanatory notes or

highlight important facts.

Recite your notes to

yourself, or teach the
material to a friend.

v
14



TEST-TAKING SKILLS
Studying
for an Exam

i» Ask your instructor what type of test it will be (essay,

multiple choice).

How long will the exam last, and how will it be graded?

Study regularly through-
out the course.

Set up a study schedule
and review all materials

well before the test.

Write out likely ques-
tions and answer them.

Form a study group, dis-

cuss views, and quiz your
partners.

Get enough rest the
night before the exam.

TAKING A MULTIPLE CHOICE TEST

Read each question care-

fully.

Before looking at the possi-

ble answers, form an answer
in your mind.

Read each possible answer
carefully before making a
choice.

Watch for words such as al-

ways, never, only, or except.

Don't change your initial

answer unless you're abso-
lutely certain it's wrong.

TAKING AN ESSAy EXAM

Survey the entire exam and
note the questions that
are easy for you.

Estimate how much time
you have to answer each
question.

Answer easier questions
first to build your confi-

dence.

Read questions several

times to ensure you under-
stand what is being asked.

Underline keywords such as

analyze , discuss , define, or

describe.

Take a few moments to

brainstorm and create a
rough outline.

Support each major idea

with specific examples and
detailed information.

Remember to begin each
answer with an introduction.

Conclude by briefly sum-
ming up your answer.

' Talk to an academic advisor and explore your areas
of interest. One of these could become your major!

' Make a list of all your required and elective courses.

' Obtain a future course schedule from your faculty.

' Use your future planning pages (p. 22,23) to plan

your courses.

' Revise your plan any time courses or requirements
change.



CLASS SCHEDULE

SEMESTER/QUARTER SEMESTER/QUARTER

ME CLASS/LOCATION TIME CLASS/LOCATION

m:

-J
-J

NSTRUCTORS / T.A.S NSTRUCTORS / T.A.S

-J

-J
-J

-J

PHONt

E-UAtl

-J
'J
-J
-J
:i
J

i



J-
SCHEDULE

SEMESTER/QUARTER SEMESTEB/QUARTEB

CLASS/LOCATION iSS/LOCAT(ON

^

(mm\

M

(wed)

~S-

m:

INSTRUCTORS / T.A.S INSTRUCTORS / T.A.S

PHOHE HRS. f«l«! HRS,

[«Ail i-MAi

NAME NAME

PHONE HSS. mw MB.

EJUJE E-MAJ

NAME NAME

FHOBE MO, wm HK

EMAJI EMAI

PERSONAL PLANNING & STUDY RESOURCE GUIDE



4PROJECT 1 PLANNING

REQUIREMENTS/
DESCRIPTION

INFORMATION NEEDED FOR PROJECT

INTERMEDIATE STEPS

DUE DATE COMPLETION DATE

LOCATION/SOURCES

COMPLETION DATE

>^

1



^ PROJECT i^ PLANNING
^
'; PROJECT

1iT^—
CLASS DUE DATE COMPLETION DATE

^ REQUIREMENTS/

^.
-^

->

t)

INTERMEDIATE STEPS

INFORMATION NEEDED FOR PROJECT LOCATION/SOURCES

COMPLETION DATE

PERSONAL PLANNING & STUDY RESOURCE GUIDE



PROJECT PLANNING ^a

PROJECT

CLASS DUE DATE COMPLETION DATE

^j
REQUIREMENTS/ ^«j

^^
^«j

INFORMATION NEEDED FOR PROJECT LOCATION/SOURCES

^A

«<J

^J
^a

*J
INTERMEDIATE STEPS COMPLETION DATE ^J

-J
-J

-J
^J
-J
*J
•ji«i

^il

-J
-J

NOTES

1
16 PRCMieR



^ PROJECT J^ PLANNING
-^

o
1

PROJECT

1

^̂ CLASS DUE DATE COMPLETION DATE

1

^\ REQUIREMENTS/

^.
-^

^
t)

-> INFORMATION NEEDED FOR PROJECT LOCATION/SOURCES

o

INTERMEDIATE STEPS COMPLETION DATE

PERSONAL PLANNING & STUDY RESOURCE GUIDE



R E C R D F ACHIEVEME N T J
^1 GOAL SETTING ^«l

COURSE GOAL COURSE GOAL ^^
INSTRUCTOR/TA INSTRUCTORrrA «^
DAH ProjEO/IBI/ASSKKMEin GOAL/WG GRADE DAIE PROlEa/IESI/ASSIONMENI GOAL/WG GRADE

^4i

«J
^4l
^^
^^

^<J

«J
^S
^-J
^ J

FINAL («ADE CR!DI IS EAUIIED (INAl GRADE CREDIIS EARNED «J
COURSE GOAL COURSE GOAL

-JINSTRUCTOR/TA INSTRUCTOR/TA

DUE PBOJta/nst/AssioNMEm GOAl/AVG GRADE DAII PROJEO/IESI/ASSIGNMEm GOAL//WG GRADE

"•J

^J
^J
^J
^J
-J
* J
-J
-J
-J
- Ill

FINAl GRADE CKEDI IS EARNED FINAL GRADE CREDITS EARNED 1
•
'J
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R E C R D ^ ACHIEVEME N T

^ GOAL SETTING

^ COURSE GOAL COURSE GOAL

^ INSTRUCTOR/TA INSTRUCTOR/TA

DATE PROJEO/TESI/ASSIGNMENl SOAl/AVC GRADE DAIE PROJiO/TlST/ASSIGNMENl GOAi/AllG GRADE

^

^
O
^ J
t;

^
-̂ "

,.

O ^
^k.

r>

->

A"
^5 "**^ '«*"E CHEDITS EtlJIEO FINAL GRADE CREDITS EARNED

^ COURSE GOAL COURSE GOAL

INSTRUCTOR/TA INSTRUCTOR/TA

^ rwt PROIEn/IEST/USKKMEIIT GOAl/fK GRADE DATE PROJEO/tESI/ASSIGHMENT GOAl/M CMDE

^\
^

f)

-^
^i•^
^>

Ĵ

.̂:^

O
r>
^^•^

r)
^^ niltl OttDE CREOIIS EARHED ElHAl GRADE CREOIIS EARNED

PERSONAL PLANNING & STUDY RESOURCE GUIDE



R E C O R D F Ik ACHIEVEME N T

'*
' GOAL SETTING

COURSE GOAL COURSE GOAL

INSTRUCTOR/TA INSTRUCTOR/TA

DAIE PROm/TEST/ASSIOIMENT mnim OUDE DATE PROm/TEST/ASSIGNMEtr tOAL/«K GIIAO

FINAL ORtDE CREDITS EARNED FINAL GRADE CREDITS EARNED

COURSE GOAL COURSE GOAL

INSTRUCTOR/TA INSTRUCTOR/TA

DAIE PROJEa/TEST/ASSIGNMENT G0AL/AV6 6RADE DAIE PROJEa/IEST/ ASSIGNMENT GOAL/AVC GRADE

FINAL CRADE CREDITS EARNED FINAL GRADE CREDITS EARNED

20 PReMieR-
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^ R E C R D r..< ACHIEUEME N T

-5 ^[ GOAL SETTING

^ COURSE GOAL COURSE GOAL

^ IN5TRUCTOR/TA INSTRUCTOR/TA

-^ 0«E mm/TESI/ASSKMMEKI GOU/IW OUK IME FMUEa/nsT/ASSMiwan GOU/K OUDE

^
^
t)

^
'!;

o

^

\̂^

^
*>

o
^* FIKIt CRtOE C sons E«»KED HHAl GRlOt CREDITS E«RHEO

^^ COURSE GOAL COURSE GOAL

INSTRUCTOR/TA INSTRUCTOR/TA

^^ Mi (mjtCT/HSI/BilOIMEKI oou/wo UUH DUE PROISa/IESl/HSSKHMEm OWl/WG CKAOt

^
^
T)
^>

'

f)

>̂'^^D
r)
^i*-!

r>
r)

MNtl CRUDE C REDIIS EtRNED FIHtE GRtDE CREDIIS EIRHEO^
PERSONAL PLANNING & STUDY RESOURCE GUIDE



FUTURE PLANNING
CLASS SCHEDULE

Most colleges and universities offer future class schedules. Obtain a copy of this schedule and list

the classes you might take in the left-hand column. Plan a tentative schedule in the center columi
The right-hand column is used to record your actual schedule. As you complete the classes, recon
the date completed and the grade received on your Graduation Requirements Form (see p.24),

SEMESTER [Tl QUARTER
POSSIBLE CLASSES TE NTAT IVE SCHEDULE

SEMESTER [Tl QUARTER
'OSSIBLE CLASSES TENTATIVE SCHEDULE ACTUAL SCHEDULE

-J
-J

J

'J

J

22 PReMieR-

J

J
J
J
il



F U TURE PLANNING
J CLASSSCHEDULE
^ SEMESTER ITl QUARTER

POSSIBLE CLASSES TENTATIVE SCHEDULE ACTUAL SCHEDULE

O
^

o
t)

J
o
^̂
^
o
^
^
-5

^
^ SEMESTER ITl QUARTER

POSSIBLE CLASSES TENTATIVE SCHEDULE ACTUAL SCHEDULE

^
^
^s^
r)

•^
^>

r)^
r^̂

.^

^J
"^

O
#^
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GRADUATION 1__ REQUIREMENTS

GENERAL EDUCATION REQUIREMENTS DATE/GRADE GENERAL EDUCATION REQUIREMENTS

PREREQUISITES FOR MAJOR

REQUIREMENTS FOR MAJOR

DATE/GRADE

DATE/GRADE

PREREQUISITES FOR MINOR

REQUIREMENTS FOR MINOR

DATE/GRAD

DATE/GRAC

^^
^^
^^

^^
«^

--a

-J

'J
'J
•J
-J
*j
'J
-J!

•J
•J
-J
•J
:i
: J



FINANCIAL I AID
-> TRACKINGANDMAINTAINING

O FINANCIAL AID INFORMATION
^n NAME Of nMAHOAl AID

^^ TYPf OF FINANaAl AID

RHMIREMENTSTOAUfKTAIN

PAYBACK REQUIREMENTS (IF ANY)

^^ ~

NAMEOrFINANaALAID

\J TYPE Of

^^ SOURCE

AM0UH1

RKKIIREMENTS TO MAINTAIN

^^ PAYBACK REQUIREMENTS (IF ANYI

NAMEOrnNANaALMD

TMOfFIHWKIAlAlO

IBllllllEMfHTS TO MAINTAIN

PAYBACK REQUIREMENTS (IF ANYI

^ PERSONAL PLANNING & STUDY RESOURCE GUIDE



CAREER4 PREPARATION

Thinking about career planning? . . . Think about your community!

your community is one of your
best resources for information

on careers, finances, etc. See
your ocademic advisor or

counselor. Get informed!

Success doesn't happen by
itself. Make a plan! Chart your
course! The sooner you start,

the sooner you will begin to

achieve your goals. This guide

n ASSESS YOURSELF

Employers are looking for certain

skills and altitudes

Think about it:

What interests and skills

have you developed?
What do you like best: work-
ing with people, things, or

ideas?

What goals and values have
you set for yourself?

EXPLORE POSSIBILITIES

Interested in a few careers?

Check them out:

Search the Web.
Check them out firsthand by
volunteering or working part-

time.

Get to know what they are
all about through talking to
people in a specific field,

observing them at work, or

visiting professional meet-
ings. Network.

Find out about internships,

summer jobs, and other
options.

Note: don't base important
decisions on only one expe-
rience. Give everything a
fair trial, and keep your
options open.

will help you explore your
career possibilities and give

you some tips on reaching your

destination. Enjoy the trip!

A INFORM YOURSELF

Investigate a variety of career ftah

Know the facts:

What qualifications are
required?

Is there room for personal
and professional growth?
Are there jobs open now?
What's the projected growth?

What are the working condi-
tions?

The more knowledgeyou have
about a chosen career, the
betteryour decision will be.

A PREPARE YOURSELF

Get ready. Prepare your job

hunting tools

Create a resume and cover
letter.

Contact people for references.

Investigate companies that
interest you (check the
library).

Beingprepared will boostyour
confidence for Ute next stage.

A PRESENT YOURSELF

tAake yourself stand out!

ON PAPER:
Prepare a great resume.

Create a cover letter for each
company.

IN PERSON:
Check the interview tips on
the next few pages.



CAREER PREPARATION
GUIDE

(!)

Components of an effective

Identification: Full name, mailing address,

telephone number.

Objective: Describe the kind of job you are

looking for; be specific.

Education: School name, (expected) grad-

uation date, GPA; special recognition for

projects or awards received.

Experience: Describe jobs by listing name

of company, job title, dates employed and

duties performed. Include volunteer experi-

ences and internships. Sometimes it is

preferable to group jobs by category (such

as "teaching experience").

Skills: List basic skills and abilities as

well as any special skills you may have

(more suitable when you don't hove much

experience).

O^anizations: Memberships and

offices held in clubs show your abili-

ty to assume responsibility and work

with other people.

Personal Interests: List any hobbies

and personal interests to help give a

more rounded picture of yourself, as

well as to provide conversation top-

ics during the mterview.

References: State that references

are available upon request, or list the

nurnes and phone numbers of three

or four professionals who would be

glad to recommend you (make sure

you get their permission first).

1 Preparing a professional cover letter

(l) A good cover letter presents yourself: it

connects your skills and experiences

with specific job requirements.

(^ Be sure to include the exact name and

title of the person responsible for hiring.

Fact: 75% of the applications most

companies receive are messy, incom-

plete, completed incorrectly, or all

three of these.

Read carefully and follow directions.

Use block ink ballpoint pen (unless

indicated otherwise).

Do a rough copy first and correct errors

before completing the actual copy.

Answer all questions: if a question

does not apply to you, write 'n/a'

(not applicable) or write 'will explain

during interview.'

Be positive; do not volunteer nega-

tive experiences.

Be honest.

let y
in the job intervi-

Introduce yourself and be prepared

to shake hands (do it firmly).

Be well groomed, neat and clean, but

don't be overdressed for the occasion.

Listen carefully to the interviewer

and answer all questions fully and

honestly.

Show your energy and enthusiasm for

the job, but don't overdo it.

Never be late for on interview. If

there's some emergency situation

that arises, contact the employer to

explain.

Take some deep breaths before the

interview and relax yourself, physical-

ly OS well as mentally. This will make

you more alert during the interview. ^
Check our website at www.premieragendas.eom/hed for examples of a resume and cover letter.

PERSONAL PLANNING & STUDY RESOURCE GUIDE



CAREER PREPARAT
GUIDE

To be successful you will need many skills in the world of work. Here are o few
that employers consistently say are capabilities they seek in applicants.

COMMUNICATION SKILLS

Listen to understand others' meaning and
perspective.

Speak clearly and communicate your
ideas with confidence.

Read to gather information quickly and
efficiently.

Write clearly and effectively, keeping
in mind order and structure.

Think critically and evaluate situations,

choices, and solutions.

Use logic effectively in planning and
problem-solving.

Know the principles of mathematics and
apply them to business purposes.

Understand and use technology, comput-
ers, and information systems.

Seek out and apply knowledge: research
information from diverse sources.

PERSONAL QUALITIES

Be honest, have a high degree of personal
integrity and responsibility.

Have a positive attitude, along with con-
fidence and self-esteem.

Be hard-working, persistent, and determined.

Show initiative and energy.

Demonstrate track record of setting and
meeting goals.

Possess the ability to manage time and
resources efficiently.

Understand how to set priorities and plan
accordingly.

Demonstrate accountability.

Adapt to change ... commit to life-long

learning.

Respect diversity and difference.

Be creative: seek new and innovative solutions.

INTERPERSONAL/TEAMWORK SKILLS

Respect others' ideas and positions.

Show ability to work cooperatively with
team members.
Understand and commit to corporate
goals.

Seek to develop and improve teamwork.
Demonstrate leadership qualities.

m
'^

/fNALYTICAL

MATHEMftTICAL
AND SCIENTIFIC
REASONING

PERSONAL
INTEGRITY

TECHNOLOfiY
SKILLS

CAREER
PLANNING
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MEASUREMENTS CONVERSIONS

UNITS OF MEASUREMENT
Metric system

mm
1

millimeter .001m

cm 1
centimeter ,01m

dm decimeter .Im

m meter Im
dam decameter 10 m
hm heaometer 100 m
km kilometer 1000 m

Note: Prefixes also apply to L (liter)

and q (qram). Canadian preferred

spellinq: metre, litre.

English system |

1 foot (ft) =12 inches (in) Isq.mile = 640 acres

r=12" 1 tablespoon (T = 3 teaspoons (t)

1 yard (yd) =3 feet 1 cup (c) = 16 tablespoons

1 mile (mi) =1760 yards Ipint(pt) = 2 cups

Isq.foot =144sq.inches
1 quart (qt) = 2 pints

Isq.yard =9sq.feet 1 gallon (gal) = 4 quarts

1 acre = 4840 sq. yards 16 ounces (oz) = 1 pound (lb)

= 43560 ft'
Iton = 2000 pounds

CONVERSIONS
LENGTH /AREA

togofroRi to multiplyby togofrom to multiplyby

cm ^ in 0.3937 mi • km 1.609

in -> cm 2.54 m' - ff 10.76

m - ft 3.2808 ff - m' 0.0929

ft - m 0.3048 km' -> mi' 0.3861

km - mi 0.6214 mi' > km' 2.59

togofrom to

WEIGHT /CAPACITY
multiplyby togofrom to multiplyby

g ^ oz 0.0353 T -* t 0.9072

oz • g 28.35 ml - floz 0.0338

kg . lb 2.2046 floz- ml 29.575

lb . kg 0.4536 L - gal 0.2642

t - T 1.1023 gal -* L 3.785

Common Units used with the International System {

UNITS OF MEAS. ABBREV. REUTION UNITS OF MEAS. ABBREV. RELATION

meter m length degree Celsius •c temperature

hectare ha area kelvin K thermodynamic temp.

tonne t mass pascal Pa pressure, stress

kilogram kg mass joule J energy, work

nautical mile M distance (navigation) newton N force

knot kn speed (navigation) watt W power, radiant flux

liter L volume or capacity ampere A elearic current

second s time volt V elertric potential

hertz Hz frequency ohm il elertric resistance

candela cd luminous intensity coulomb C electric charge

Temperature |

-18 -10 10 20 30 C

^

.

)

10 20 30 40

•C^*F:nx1.8;add32

50 60 70 80 90

•F^-C:(n-32)x0.555

F
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©0C)©0^
^JH

PACIFIC
OCEAN

>1«liti!l.1AHiWJ

itigi

\ himis Nassau

Barbadoi Bridgetown

Beliif Belmopan

fi«rmudi HamJhon

Cinsda Otlawo

Coita Rha San Jose

^ Cuba Havana

Donlnin Roseau

DoniniaDi Rtp. Santo Domingo

El Sflhntfor San Salvador

Grenaria Si. George's

Guatemala Guotemola Oty

Ki-|yii

Afghanlslan Kabul

Arffl«nla Yerevan

Azerbaijan Baku

Bahrain Monoma

Bangladesh Dhaka

Bhutan Thimphu

Brunei Bondor Seri Begawan

Cambodia Phnom Penh

China Beijing

Cyprus Nicosia

East Timor Dili

Georgia Tbilisi

India New Delhi

Indonesia Jakarto

Iron Tehran

Iraq Baghdad

lirael Jerusalem

Japan Tokyo

Jordan Ammon

Kaialtstan Almoty

Korea North Pyongyang

Korea South Seoul

Kuwait Kuwait

Kyrgyistan Bishkek

loos Vientiane

Lebanon Beirut

Malaysia Kualo Lumpur

Moldfves Male

Mongolia Dion Bator

Myanmor Yangon

Nepal Kathmandu

Mustal

Pakistan Islamabad

Philippines Manila

Qatar Doha

Russia Moscow

Saudi Arnbin Riyodh

Singapore Singapore

Sri lanko Colombo

Syria Domascus

Taiwan Taipei

Tajikislen Dushanbe

Thailand Bangkok

^rkey Ankara

liirkmenistan Ashkhabod

Uflited Arab Emir. Abu Dhabi

Uzbekistan Tashkent

inetnam Hanoi

Yemen Sanaa
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^0© dV) © ©*© O-CMig^

Bosnia S

Henegovina Satajev

Bvlgoria Sofia

Croalia Zaqreb

Cze(h Republic P

ttonmark Copenhager

Estonia Tollinn

Finland Helsinki

FroRte Parrs

ficnnony Berlin

fintie Athens

flvngary Budapest

Ittland Reykjavik

Inland Dublin

Haty Rome

Latvia Riga

UtcktcflileiB Voduz ;r V i

Notberiands

AfTKlerdom

Norway Oslo

Poland Warsaw

Portugal Usbon

Romania Bucharest

Russia Moscow

San Marino San Monno

Slovakia Brotislavo

Slovenia Ljubljana

Spain Madrid

Sweden Stockholm

Switierlond Bern

UkraiM Kiev

United Kingdoffl London

VotitanCity Vatican Gty

liMbteflsleiB Voduz TV Yugoslavia

Algeria Algien

AAgola Luanda

Benis Porto-Novo

Botswana Gaborone

_ , BurkuMfaso

Ouogodougou

Burundi Bujumbura

Cameroon Yaounde

Cape Verde Praia

Central African Rep. Bangui

(bad N'Diamena

Comoros Moroni

Congo Branoville

Deal. Rep. ol Coogo Kinshosa

O|ibouti Djibouti

Egypt Cairo

Guinea Conokrv

Guinea-Bissau

Ivory Coast Abidji

Kenya Nairobi

Lesotho Moseru

Liberia Monrovia

Ubyo Tnpoli

IMogasnr Anlanonanvo

Malawi Llongwe

Mali Bamoko

Mauritaiia Nouokchc

Mauritius Pod Louis

MoTMto Rabat

Moiaoibiqaa Maputo

Namibia V^indhoek

Niger Niamey

Nigeria Abu|a

Rwondo Kigali

Sao Tome & hiadft Soo Tome

Senegol Dakar

Seyclielles Vidono

Sierra Leone Freetown

Somalia Mogadishu

Soutb Africa Prelona

Sudan Kharloum

Swaiilaod Mbabane

Taniaaia Oodomo

Togo Lome

Tunisia Tunis

Uganda Kompolo

Zambia Lusokq

Harare

PERSONAL PLANNING & STUDY RESOURCE GUIDE V.



CANADA
Ottawa

Pimince/retrikiry Capital

AB Alberta Edmonton
BC Bfitlsh Columbia Victoria

MB Manitoba Winnipeg

NB New Brunswicic Fredericton

NF IMbiindland&Ubradof...SlJotin<5

W No*wesffenitories..Yeliov«kni(e

NU Nunavut IqaU
NS Nova Scotia Halifax

ON Ontario Toronto

PEI Pnre£Edvwdlsland..ChaiMelown

ac Quebec Quebec City

SK Saskatchewan Regina

YT Yulion Territory Whitehotse

UNITED STATES ** ^""'' Honolulu MO Missouri Jefferson City L

uu^ichinMnn nr * W'*"! ^^^ MT Montana Helena n Rhode Island ProvldencB
wasningion, u.o.

,l minois Springfield Ml Nebraska Uncoln SC South Carolina Cotumbia

Stale CapAal in Indiana Indianapolis NV Nevada Carson City SO South Dakota Pierre

AL Alabama Montgomery lA Iowa Des Moines NH New Hampshire...Concord TO Tennessee NashvWe
AK Alaska Juneau KS Kansas Topeka NJ New Jersey Trenton TX Texas Ajsbn
AZ Arizona Phoenix KY Kentucky Frankfort MM New Mexico Santa Fe UT Utah Salt Lake Cl^
AB Ariansas LittleRock LA Louisiana BatonRouge NY New York *any VT Vermont MontpeHef

CA Califomia Sacramento ME Maine J^ugusta NC North Carolina Raleigh tM Virginia Richmond
CO Colorado Denver MD Maryland Annapolis NO North Dakota Bismarck »(A Washington Olympia

CT Connecticut Harttord MA Massachusetts Boston OH Ohio Columbus WV West Virginia Charleston

DE Delaware Dover Ml Michigan Lansing OK OMahoma Oklahoma City Wl Wisconsin Madison

Fl. Florida TaHahassee MNMinnesota St.Paul OR Oregon Salem WYWyoming Cheyenne

GA Georgia J\tlanta MS Mississippi Jackson PA Pennsylvania Harrisburg pRp'uerto Rico Sanjuan

MEXICO
Mexico City

State Capitol

1 Aguascalientes..,A(|uascalientes

2 Baja California Mexicaii

3 Baja California Sur..La Paz

4 Campeche Campeche
5 Chiapas Tuxtia GutiSn'ez

PRemiCR •

6 Chihuahua Chihuahua

7 Coahuila Saltillo

8 Colima Colima

9 Durango Durango

10 Guanaiuato Guanajuato

11 Guerrero Chilpancingo

12 Hidalgo Pachuca

13 Jalisco Guadalajara

14 Mexico Toluca

15 Michoacan Monlia

16 Morelos Cuemavaca

17 Nayarit Tepic

18 Nuevo Lebn Monterrey

19 Oaxaca Oaxaca

20 Puebia Puebia

21 QuerStaro Quertero

22 Quintana Roo Chetumal

23 San Luis Potosi-SanUiisPotosi

24 Sinakn Culiacin

25 Sonora Heimosillo

20 Tabasco Vlllahennosa

27 Tamaulipas...QudKl VKtoria

28 TIaxcaia TIaxcala

20 Veracruz Jalapa

30 Yucatan M*rida

31 Zacatecas lacatecas

32 Federal Distiict..,Mexico City

GENERAL RESOURCE
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SEPTEMBER • 02

LIVING WELL

Bowmen bend their

bows when they wish

to shoot; unbrace them

when the shooting Is

over. Were they kept

always strung they

would break and fall

the archer In time of

need. So It Is with men.

If they give themselves

constantly to serious

work, and never Indulge

awhile In pastime or

sport, they lose their

senses and beconne

mad.
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MONTHLY GOALS / LONGRANGE PLANNIN<
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OCTOBER

•

02

LIVING WELL

Stalls: use 'em. Moving

sidewalks: beat 'em.

Chase your dog; run

lor fun. Anything that

moves your limbs Is

not only a fitness tool,

but It also helps to

relieve stress. You

don't have to buy the

expensive gym mem-
bership or the latest

fitness fads to stay In

shape. Every little bit

helps.

14 !i 15

20 22

27 28 29
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NOVEMBER • 02

attitude

LIVING WELL

Are you "stressed" or

Just being "stretched"?

Decide how you're

going to act without

letting your enmtlons

rule. The research Is In

and there's a definitive

connection between

living well and having

a cheerhil, positive

outlook on life. You

choose how you are

going to act each day.

Make the choice of

less stress and more

happiness.

10

17 18 19

24 25 26
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CEMBER

Appetite Queller.

Nothing does the Job

txtter than a good

swig of water. At a

recommended dally

Intake of 64 ounces -

four pints - you may
need to look Into

getting a couple of

water bottles but the

benefits make sense.

Water Is cheap and

easy to find. Water

mis you up with no

(longterm) welglit

gain. Water fiushes

out your system and

keeps your cheeks

rosy. Drink up.

10
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JANUARY • 05

1. Cheer yourself on.

Congratulate yourself

each time to make a

step toward your goal.

2. Don't beat yourself

up If you take a step

back. Regroup and

take another step

ahead.

3. Stay clear of situa-

tions where you know
you'll be tempted Into

your "old ways.

"

4. Make your resolution

a promise to yourself

rather than a test of

your own willpower.

5. Make yourselfsome

notes to remind you

ofyour new year deci-

sions. Write them In

your planner, use a

sticky note, tattoo

them on your arm

whatever works.

(Final hint: Ifyou do go

the tattoo route you

may want to make It

temporary.)

26 27 28

^
^



MONTHLY go; / LONG-RANGE PLANNING

1
™W,EA.SDAr

2 3 4

""
- -

8 9 10 11

:

15
\
16 ,,.. .17 18

22 23 24 25

;

29 30 31 ' i



FEBRUARY

•

05

LIVING WELL

Stress Is good? No one

likes to be stressed

out, but there are ways

that you can use stress

to your advantage.

Whenever you start

stressing, stop and

take Inventory of what

you're doing that may
be causing your body to

react In this "negative"

way. When you've

gained some InsIgM,

make some positive

changes In your life

that will degenerate

your Instigators of

stress.

27 28

f 10

16 17 18

23 24 25
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MARCH • 05

adai

LIVING WELL

One can spend a life-

time assigning blame,

finding the cause

"out titere" for all

troubles that exist.

Contrast this with the

"responsible attitude"

of confronting the

situation, bad or good,

and Instead of asking

"What caused the

trouble? Wlio was to

blame?" asking "How

can I handle this pres-

ent situation to make

the most of It? What

can i salvage here?"

46 PRCM/CR
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APRIL 05

responsibility
-'litMfc ' ''°r%Mwi^^im

^HR ^m-'^

i^^^PH

Think it through.

Whether you live near

30 1
^

i

mountains or plains,

rivers, or an ocean,

there Is beauty and

6 7 8 ^

{,

serenity near you that

Is worth preserving.

How does nature affect

you? Go on a hike and

find oat.

Are you going places or

Just being taken?
13 14 15 C
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MAY • 05

iulfillm^
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29

LIVING WELL

In general, mankind,

since the Improvement

of cookery, eats twice

as much as nature

requires.

If that was Franklin's

mind In the late

1700's, what would he

say now? With the food

prep technology we
enjoy 200 years later In

addition to the artistry

we take in recreating

food(e.g., "fat free,"

"new and Improved,

"

"vitamins added"),

shouU we ask ourselves

a simple question: "It Is

all too much?"

13

19 20

25 26 27
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JUNE -05

•*^'
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LIVING WELL

/ have walked with

people whose eyes are

Ml of light but who

see nothing In sea or

sky, nothing In streets,

nothing In oaks. It were

far better to sail forever

In the night of blind-

ness with sense, and

leellng, and mind, than

to be content with tite

mere act of seeing.

The only llghtless dark

is the night of darkness

in Ignorance and

insensibility.
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JULY • 05

29 30 1

1

LIVING WELL

Your living Is deter-

mined not so much

by what life brings

6 7 8

to you as by the

attitude you bring

to life; not so much

by what happens to

you as by the way

13 14 15

your mind looks at

what happens.
20 21 22

27 28 29

August • 05

128..

LIVING WELL

TTiere Is a fountain

of youth: It Is your

mind, your talents,

the creativity you

bring In your life and

the lives ofpeople

you love.
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31^

The amount of sleep required by the average person is about five I A U G

.

minutes more. M:.o::n„iB

^ WEDNESDAY

^ THURSDAI^^
^L ^ PRIORITIES:W^ 1

PRIORITIES:

^ SATURDAY^-

^ 3

IC' mju.iii.i» How can I make this year a year to rememtier?



Life is a journey

Make this year a trif

to remember. Use

your planne

every day

MONDAY
PRIORITIES:

c
c
c'

c

SUCCESS TIP: When you've finished writing a test, C
take a second look and review your answers.



Never test the depth of the water with both feet.

WEDNESDAY
PRIORITIES.

THURSDAvaP-
PRIORITIES:

SATURDAY

10

^ j:.^..«•...— What do I really want to do this year?



#i\%l

,
gi ve you JLOx

the energy
and willpower
to make things

happen

SUNDAY

;

11

12^

13

WELLNESS TIP: Budget yoursBlf out Of Upancial

binds. Set monttily $ amounts and stick to them.



Good judgment comes from bad experience, and a lot of that comes AUG.
from bad judgment.

WEDNESDAY.!-

14

T)

THURSOAYi^

FRIDAY '%-

16

SATURDAY 9-

17

^ m.t^xmM^imm What goal in life am I striving to achieve?



AUGUST • 02

11 12 13 14 IS 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30 31

Don't miss Classes. Plan to be
3 game, not t)ehincl.



Take out the fortune before you eat tfie cookie.

WEDNESOAVm-
21,.™™'""'

THURSOAtS-
^_ PRIORITIES:

23

SATURDAY

24

^ mm^mn^^mmm Do I have unrealistic goals?



#^\tl%^

The main part of intellectual

education is not the

acquisition of facts but

Live
"

SUNDAY^

25

MONDAY

26^"™
W

TUESDAY
_ PRIORITIES:

t
K

- C

<-

^«

It
WELLNESS TIP: Physical fitness increases energy,

gives you a sense of well-being, and enhances
self-esteem. Get fit.



r
r If at first you don't succeed, skydiving Is not for you.^ GEOFF «0OD

28
.,""""»->

^ 'THUHSDAV >-
I

^-^

f^
»'>

1^
I'^

1^

^^ FRIDAY
"

^

1-^30./— -....

»- ^SATURDAY '

J ^ ^ EQ2S3IIXB Do I live what I learn?



SEPTEMBER • 02

12 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30

Are
you

|v i n g
OR STAYING SAFE ?

Step out. Be bold.

MONDAY 'Wh
^ PRIORITIES-

"-ft

C a.

PReMI€R •

SUCCESS TIP: Proofread carefully to see ifyou ar\

words out.



THURSDAY^^
pRioRiries:

»->

n ^

y ^ FRIDAY ai-
— PRIORITIES?

-•^

»^
-^

^^ SATURDAY B-

7

^^ _ Optimist: A person who starts taking a bath If he accidentally falls I SEP.
iJV ^^ into a river.

i^^. WEDNESDAY ^————_i_—______^

»->

3'-^

^F^ ^ EBZBSIDZB Oo l hide out in my comfort zone too often?

J



SEPTEMBER • 02 Curiosity i<ill

the cat, bi

it works f(

everyon
elsf

MONDAY

9 ^

TUESDAY

10^™'™

WELLNESS TIP: 'Stressed" spelt backwards is

'desserts. " A little ctiocolate from time to time

isn't bad.



"^•^ —^ I have a stepladder. It's a very nice stepladder, but it's sad that I I SEP.
i^* ^1 never knew mv real ladder, crajg chabus

^^' ^1^ -_ PRIORITIES:

»*>

9^

^^ FRIDAY #-
-^ FRIORITieS:

^^ SATURDAV'#-

»#^ -^ imimli:^^ VWiaf have / a/ivays wanfed lo know, but never had the time?

•2 ^



^TUESDAY

17^

70 PR€MfCR '

SUCCESS TIP: When you've got writer's t}lock or si

cramps, take a break, recharge, then get back at it.



Etc.: a sign to make others believe tfiat you know more tnan you

actually do.

WEDNESDAY
PRIOHniES:

THURSDAY 9-
_ _ PRIORITIES:

-)

•^

^
^
o
O

20 rr.

^ FRIDAY

SATURDAY

21

^» ([^ IJJU4H.I.I> Wien was tfie /ast time / rtad an adrenaline-rush adventure?



SEPTEMBER • 02
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INTERPERSONAL

22

M0NDAY.9M-
PRIORITIES:

'-t

TUESDAY
PRIORITIES:

c
c
c

c
c

PRCMieR-

WELLNESS TIP: TOO muc/i ambition can cause yoi^

stress. Don 't let your own goals wear you down.



3r^
«^ WEDNESDAY

»^--

»^

Consistency isn't always good, especially if you're consistently wrong. I SEP.

THURSOAlV-
^ PRIORITIES:^ 26^77

^^ FRIDAY J^
—^ PRIORITIES:

^ SATURDAVj

y V^ ^ :««j»«'«ima Would my friends call me courageous?

i



OCTOBER • 02

m
is practiced not so
much in words as in

]t U d e and in a c t i o n s .~=

PERSONAL/ ACADEMI

MONDAY ^
30^™—

TUESDAY Ifc-

^ PRIORITIES:

u

U

74 PRCMIER"
SUCCESS TIP: Get (fte toughest work out of the way
first: then you can cool down with the easier tasks.



31 -

M^,^ WEDNESDAY

31^

_^^ THURSDAY

^m^ FRIDAY
^^ . PRIORI J

I

^0^ 4 F77

^^ SATURDAY^

fC" ^ iHmiUJJfc Does my attitude show I am in control of myself?

i



Your actions hav(

consequences
No seeding, no harvest

no study, no pass

It's up to you

SUNDAY

6

MONDAY i^
^ PRIORtTtES:

_ PRIORITIES:

SUCCESS TIP: Know the guidelines foryour projects

to avoid doing unnecessary work.



31-

'^ 9-

THUftSOAY
_. PRIORITIES

»^
»->
3t^

&^

PRtORITIES:

SATURDAl

12

'#"^

K/d Wisdom Don't Bite The Hand That ... Looks Dirty.

W * ^ :ijj»j.«Jl.l.im /(m / taking responsibility for my actions? My attitude?

m



OCTOBER • 02

You can

choose your

response to

anything

coming your way.

TUESDAY 9-
^ _ PRIORITIES:

PReMIER-

WELLNESS TIP: Ifyou Care about tomorrow, rrtake

some decisions r)ow that will pay off todayAND
tomorrow.



^^ _^ Patience Is counting down without blasting off.

.m^ WEDNESDAY —.^—______
Jm ^ _ -. PRIORITIES

*-^

»-,

THURSDAY
—^ PRIORITIES

^^ FRIDAY JB-
-_ PRIORITIES:

SATUROAVj

19

_ " © iniHIIMi;^ O/d / start the school year off on the nght foof

B
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irogre
WEEKLY

, MONDAY „^
_^ PRtQRITtES:

PRCMieR"

SUCCESS TIP: There's a world out there that needi

you. Live and learn.
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31 ^

,,-23,..

3t^

THURSDAl^^

-^
»^
»^

2^^ FRIDAY ^9-
.^ _ PRIORITIES:

SATURDAY #-

26

I'd like to help you out. Which way did you come In?

^ QDgSnnB What win I do to help this earth?



OCTOBER • 02 You pay $20 for a DVD, but the clerk ovei

charges you by $5. Since he is dishonest

he keeps $2 and gives you $3 back. Bu

if you get $3 back, you paid $17
Add to that the $2 the clerk kept

and the total is only $19

Where's the mU$ing dollar?

^.

WEEKLY GOALS.

27

PRIORITIES:

'-r
'-r

TUESDAY :<1P-

•>/\ PRIORITIES:

WELLNESS TIP: You Can love to learn by learning

what you love.



^^ 0^ You can't have everything. Where would you put it?

mm- WEDNESDAY

*'^

rTHURSDAlUS-
^K _| PRIORITIES:

9^
»^
»^
»n
''^

1^ C^ FRIDAY #-
_ p»/omr,fS:^^ 1 5T7

'VOV£Mfl£/?

r^

SATUROAVJH

2
IVOVEIMSER

© iHiHt llliiliiy Where do I need to change my attitude about classes?



NOVEMBER " a^ Life... a journe)
G
o

S M T W T F S

1 2 ^>.^^_^ Where are yo

^"^N^ headed (^,

3 4 5 6 7 8 9

10 11 12 13 14 IS 16 _f_VmK/i c^'

17 18 19 20 21 22 23
^^|M -^^1^^

4 t
24 25 26 27 28 29 30

Ifi- is^KWEEKLY GOALS^^^
PERSONAL/ACADEMIC

^
u

- 1^

3 u

M0NDAYt>in9-
PRIORITIES:

4 5V7

TUESbAr9^
PRIORITIES:

c ^

SUCCESS TIP: Rnd something of personal interest

in every class you tal^e. It will just 6e n^ore fun.



T» #S Bacon and eggs: a day's work for the chicken ... a lifetime I NOV^ ^ investment for the pig.
• *» w .

mm- __ WEDNESDAY

3r-

thursdaVS-

7 ^

9^^
»->
31 -N

31 -^

IS C' FRIDAY B-

1*-^ SATURDAY —

I*
'

© WimHllUiia^ Oo / have an Idea of what I want out of life''



NOVEMBER • 02

Life

3- ^ ^ You pick a

f- slide and you're

Choose the O in it till the end.

slide you're "^ © »
going to ride * l A ^
based on the pool

you want to land in. A
INTERPERSONAL

SUNDAY

10

MONDAY
PRIORITIES:

12^

c
c

WELLNESS TIP: Fatigue kills. Well-rested, healthy I
~

people outperform those who are tired and j^



do it anymore.

WEDNESDAY

^J 4,^
Just When you get really good at something, you don't need to I NOVJ" ^1 do it anymore.

• »» w

3r-

9^
9^

THURSDAV.'I^-

»*>

[^ C FRIDAY
- _ PRIORITIES:

^^ SATURDAY ^

•^©EQSSIEm Where w/tf / be In five years''



NOVEMBER • 02 Never fear the space

between your

dreams and reality.

INTERPERSONAL

18

19

SUCCESS TIP: Schedule study time in your plannt

just lil<e anything important. I



^^ If it's good, they will stop making it.

WEDNESHflB-
— -^ PRIORITIES:

THURSDAV^^

21
^™'™'""-

IT-
Ur^ FRIDAY

22^

Pr

SATURDAY!

23

^ W © iHIHllfl!!^ 4m / working toward making my dreams a reality?



NOVEMBER • 02

10 11 12 13 14 15 16

17 18 19 20 21 22 23

24 25 26 27 28 29 30 1 [rmony n^f j*^

^
PERSONAL/ ACADEMIC ^

^
^

c
1

ggsKommm ^ 1
24 o 1

^ 1

u
1

__ PRiomms:

r -

,

r

r^

c
1

c
1

_^ PmORITIES: L 1

L
1

c
1

1;

LNESSTiP: Leam. It's good for you. - '

90 PRCMieR"
r !



3f-
WEDNESDAY
_^ PRIORITIES

Don't you just hate it when you see one of those road signs that says I NOV.
"Draw Bridge Ahead" and you don't have a pencil?

THURSDAM^
PRIORITIES:

[^(f^ FRIDAY ^9-

30

Tllanksglving Day (USA)

f " ^DSSSIIZB Do I believe I can become whatever I want?



DECEMBER • 02 In relationships the
little things are the
big things.

Have any relationships needing some
help? Try a hello, a kind note, a smile,

a compliment, a hug.

PERSONAL/ ACADEMIC

r —

W

SUNDAY

1

MONDAY
_ PRIORITIES:

TUESDAY Jl^
_ PRIORITIES:

SUCCESS TIP: Reviewing your notes regularly will helf

you to retain information longer. ^



71-
1^ —,

Don't give other people a piece of your mind unless you can afford It. I DEC.

^ WEDNESDAY

4 STT

THURSDAY

:^ 6

Z9-

FRIDAY
PRIORITIES:

SATURDAY

7

^ r g)iiHimni» What acts of kindness can I do for others?



DECEMBER • 02

iHty

r E E K LY GOALS
INTERPERSONAL IT

TUESDAY
^ _- PRIORITIES:

94 PRSMieR

WELLNESS TIP: Vour anger and hostility actually

release 'stress chemicals. " Stay cool and avoi

tension.



^^' Rying isn't dangerous. Crashing is what's dangerous. I DEC.
WEDN

11 ^
_.iT, WEDNES
^iJ:^^ 11 PRIORntES:

^ THURSDAY-9-

W 12 ^ """""".

1^ FRIDAY iH
.| ^ PRiORiriES:

SATURDAY •

^ 14

^ ^ © imilimjP Do peop/e see me as a person of integrity?



DECEMBER

fafiily

\^
INTERPERSONAL

SUNDAYS

15

MONDAV^S^
- — PRIORITtES:

tuesdaQHP-
-_ PRIORITIES:

SUCCESS TIP: When your m;nd is wandering, wa
away from your books, clearyour mind, then, be

at it.

c



18^

I like long walks, especially those taken by people who annoy me.

r WEDNESDAY
^^ ^^^ PRIORITICS.

*^ THURSDAY #-

^20.

SATURDAY

21

^^^ ^imH1IM>]» Nokv do / contribute to my family?



DECEMBER • 02
S M T W T F S

12 3 4 5 6 7

22 23 24 25 26 27 28

29 30 31

SUNDAY

22

MONDAY

23^™"

TUESDAY

24^

25^

tHUR&D:AXg»«K
^ — PRIORITIES:

27

SATURDAY

28

98 PREMIER-

I

o ® o o e •
,, ^, ® O

^^

CD S (9 ® ®
loo do (IS

, „ = ,^ © • ® • •
o o@ • 6 e

eo I o © o
o

I & • • § • O uoui

INTERPERSONAL

^

WELLNESS TIP: Ifyou Can afford it, take a clean

break from studying over the holidays and rechi ;.



SUNDAY

29

J^(^ MONDAY >-^ 30^™'""""-

WEDNESDAVt-

1 ^.T™°"'""

^ THURSDAY
.^ PRIORITIES

IT 2 ^

r
A person who is nice to you. but rude to a waiter, is not a nice person. I DEC.

_ PRIORITIES.

r ^ 3 ^
^ JANUARY

_ _^ SATURDAY
'^ 4

^^W" Q EQZBXIIZ9 Do my family and friends l<now how I feel about them?



I don't know
the key to

success,

SUCCESS TIP: Add "getting homework done early'

to your resolution list for the year.

t





JANUARY • 03

12 3 4

5 6 7 8 9 10 11

12 13 14 IS 16 17 18

'i9woq

THE

OPPOSITE OF

Ipower
IS

*'now"

Say "no"

'

those things th

don't let you c

what matte

most to yoi

SUNDAYi

12

MONDA¥|^0-
^ PRIORITIES:

TUESDAY
priorities:

|4f77

WELLNESS TIP: Plan your success and lower your

stress. Break your resolutions down into bite-size

goals.



^- WEDNESDAY

^T 15^™'™""

r^
pw
rw

r5^ THURSDAY -

h— ^^ PRIORITIES:

»^
h^

Time is a great teacher, but unfortunately it kills all its pupils.

17 .TT

18

^ Q*""•*''" Do / (ate a stand on t/iings ( believe in?



JANUARY • 05
^*«^-

12 3 4

5 6 7 8 9 10 11

12 13 U IS 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30 31

^""^kO^^

fjiUNDAY

19

20^
Martin Luther King, Jr. Day {USA

^- PRIORITIES:

104 PReMieR-

SUCCESS TIP: BucMe down and get the work dq.

Forget excuses and diversions. Do the work.

y^jom



To make a long story sho^* don't tell it.

WEDNESDAY J

2V

^^ THURSDAY i^-

^ ^_ PRIORITIES:

IP'

1^

1 24..™'™'""^

^KQSQmXB /Im / say/ng "no" to things that really don't matter?



JANUARY

•

05

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30 31

The older I get the more wisdom I find in t)

ancient rule of taking first things first—a proce;

which often reduces the most complex hum.
problem to a manageable proportio

INTERPERSONAL

26

MONDA^i^B-
_^ PRIORITIES:

28^

WELLNESS TIP: Always focus on what is most
important to YOU. Others will forgive you; your
values won't.



My mind not only wanderb, iometimes it leaves completely.

-^ WEONES,DAX,
^^ __ PRIORITIES:

^^ THURSDAV

^ 30.
-

FRIDAY m-

31 ^r'"""'"^

SATURDAY

1

1^^ ^ ««»««-»il-l»^ Am I doing all I can to manage my time?



FEBRUARY • 05

MONDAY
PRIORITIES-

TUESDAY im^

4^

Base your self-worth on the

quality of your heart..

... not on your body, what you
put on it, or others. V

108 PRCMieR-

SUCCESS TIP; Make a list ofyour work for this

term and make sure you tiave enough time for

everything.



ipa If you find yourself In a hole, the first thing to do IS stop digging. I FEB.

_ THURSDAY

FRIDAY
_ PRIORIT/ES

SATURDAY

8

^ © imntlUaair Do / compare myself unnecessarily to others?



SUNDAY 'W^

MONDAY

TUESDAY

n

Are you thinking win-win'l ^
', Do you feel threateneil -^

' • when someone elsf -^

* ^r 1 . succeeds'
"*

110 PReMieR-
WELLNESS TIP: Get together with a fitness friend tcfl
keep you t>oth on track and committed to healthy

livirig.



r WEDNESDAY
•^ ^^ PRIORITIES.

h^

^^

' '* THURSDAY -

If this saying did not exist somebody would have invented it

^ 14;

15

^ iHlUlJH!^ How do I handle competition?



FEBRUARY

•

03

PERSONAL/ACADEMIC

MONDA
PRIORITIES:

17^

We cannot

hold a torch to

light another's!
without brightening

our own.

NSWEETLAND

TUESOA*aHi»-
^A Pf^lORITIES-

Ir c

112 PReMKR-
SUCCESS TIP: Education is atmut cooperation, not
competition. Join a serious study group.



M^ ,^'ght"ow I'm having arti/i.sia and dejavu at the same time FEBr^^ I think I ve forgotten this before. ,..„..»„,.„,
•- "^ •» .

WEDNESDAY

19^

20

21

SATURDAY

22

W © iHimmiaP how often do I compliment people?



FEBRUARY

•

03

^
PERSONAL/ACADEMIC INTERPERSONAL

SUNDAY H
23

MONDAY ^mh
^ - PRIORITIES:

25;

1 14 PRCMieR
F WELLNESS TIP: Eating five or more servings of
,'^

fruits and vegetables every day may lower your risk

of certain cancers.



If your dog is fat. you aren't getting enough exercise.

FRIDAY

28^,™

SATURDAY

1

MAfKH

Q) imnilljij^ For group projects, am I a team player?



MARCH • 05 The quieter we

MONDAY -^
_ PRIORITIES:

:C

: c
TUESDAY

4

116 PR€»ieR'-

SUCCESS TIP: Study even without the pressure of

"due tomorrow.

"

' ^



The quickest way to double your money is to fold it over and put it MAR
bacl< in your pocket.

»»«»».
WEDNESDAY

^
f^

^

^ liUHlllliiltMp How often do Ijust really listen?



MARCH • 05
,jif^

Zip K. Real Influenct

in iistening first

talldng second

WEEKLY

MONDAY SPH^
1 rK Pf^lORirtES:

n

PRCMieR-

WELLNESS TIP: Communication Is 53% body

language, and 40% vocal tone and feeling.



Why. in a country of free speech, are there phone bills?

- WEDNESDAYV 12.:.;"'°"'""

- 13..,""™'""

14

SATURD

IS

^ imniim^ When I have something to contribute, do I speak up?



MARCH • 05 ^mnr

1 V
WEEKLY GOALS

SUNDAY

16

17

18,

120 PReMIER-

f«

'dt^

SUCCESS TIP: Record important points in class i g
your own shorthand to ensure you get the details



Better to remain silent and be thought a fool, than to speak and I M A R .

remove all doubt. .aRA»«u uncou.

WEBNE5PI»-

'%

THURSDAY ^
20

FRIDAY \-

21

SATURDAY

22

^mnSIEm now can I communicate more effectively?



MARCH • 03 No one cares

how much you know
they know
how muchntil

MONDAY '^
PRIORITIES:

24?77

TUESDlOillK
_ PRIORITieS:

WELLNESS TIP: Thinking differently is food for

brilliant thought.



If you don't know where you re going, youll end up somewhere elst

^ WEONESnl

26

THURSDAY #<-
^_ PRIORITIES:'

28

SATURDAY

29

^ limiltlUilfc Do I share my feelings with the hght people at the hght time?



The nice thing about

>^ teamwork is that you
'^ ^ always have others on

\ your side.

MONDAY :#-
^^ PRIORITIES:

51 VT,

TUESPi

1

124 PRCMieR '

SUCCESS TIP: Get together in a study group and
grill each other until the answers are rolling off

your tongues.



Kid Wisdom Don't Put Off UnUf Tomorrow What ... You Put On To
Go To Bed.

K*

THURSDAY _)-

SATURDAV

5

^ QtmsBBxm Do I always insist on getting my own way?



APRIL • 05

12 3 4 5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

We're in tnis~nT

togethertr ^
r ^You don't need to pick sides ^ _

Dare to be f' ^T
d i f f e r e n tf

r-

^™sc...c.o™c . INTERPERSONAL ^
|

_ PRIORITIES:

-. PRIORITIES:

8 ^77

r
r
r
r
r

iWELLNESS TIP: Find the study zone that works for j,

9. you. Quiet, music, desk, couch?



WEDNES»«»-

A great many people think they are thinking when Uiey are merely i APRrearranging their prejudices. w.uuM„M„ y
arc .nereiy MfK.

THURSOAY^^

- 10,^™'""-'

n

^
w
m
m
^
^

• ATURDAX

12

1^ QDaiSID» Who do I know who dares to be different?



APRIL • 05

6 7 8 9 10 11 12

13 14 IS 16 17 18 19

hh

/7>)
"*

INTERPERSONAL ^

^

SUNDAY ^v9-

13

MONDAY

14.^

TUESDAY'^l^
^ _ PRIORITIES:

128 PReuieR-

t SUCCESS TIP; Be responsible for your work. Ifyou

didn't get it done, don't make excuses. Face ttie music
|



WEDNESDAY
- -. PRIORni£S

lO 0. ,

Generally speaking, you aren't learning much when your mouth
IS moving.

THURSDAY

% vmni

18^'

SATURDAY

19

^ miHtlijuiy Am I open to new experiences?



_— PRIORITIES:

__ PRIORITIES:

WELLNESS TIP: The foundation of a person is noti^

in matter but in spirit, rmth wubo emcrson



rr«. ^^y 00 slim chance and fat chance mean the same thing?

l^ WEDNESn^i^————
23

5

THURSDAY SiA-

4i>

m
25;

^ SATURDAV , --

26

1^ Qwjmsmm Do I make a good first impression on others?



APRIL 05

INTERPERSONAL

27

28^77

TUESDAY '9^

SUCCESS TIP: When writing essays or papers, build an
j

outline of what you want to say before going into detail.



J can see a lot by watching.

|«>^ WEDNESDI

K

THURSDAY i*-

1
_™"'"""-

% 2

^ iHim i lX;^ Wiat can other peoples annoying habits teach me about mvself?



Have you ever beeiL
too busy driving ul"
stop and get gas'p

MONDAY

5 ^,-/™

6 ^

PReiuieR

SUCCESS TIP: Avoid Stressing about upcoming
tests. Prepare for them on an ongoing basis.



Ever wonder what the speed of lightning would be if it didn't zigzag?

^ WEDNESDM^
* _ pmoRmes:

THURSDAY #-
-. PRIOR/TIES:

9^'

SATURDAY

10

• © immUJii^ How do I relax and recharge?

I



MONDAY 1!^^
PRIORITIES:

TUESDAY

13

136 PR€MieR -

WELLNESS TIP: Get rested. Sleep and kick back to
\

stay sharp and alert doing what you need to do.



rw
^^ WEONESOii^
" PhlORITieS:

I have to exercise very ea
out wtiat I am doing.

14

THURSDAY #-

FRIDAY »-

16

1^ ©iHimlD!P What activities help me reduce stress?



11 12 13 1<) 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30 31

PERSONAL/ ACADEMIC INTERPERSONAL

Victoria Day (Can.)

SUCCESS TIP: Share your experiences. Others will

benefit just as you do from hearing theirs.



», WEDNESDAY

lie other hand, you have different fingers
.

THURS
^^. -^^ fHI0RI7l£S:

22

^23

• ATI

24

^ M iHiHllllLl^ How do I honor diversity around me?



Life comes in clusters

clusters of solitude, ther

clusters when there k

hardly time to breathe

WEEKLV eOALS

25

r^

_ - PRIORITIES:
Memorial Day (USA)

_ PRIORITIES:

WELLNESS TIP: Reading is to the mind what r jH ,
exercise is to the body, joseph aooison ^ ^^

,

lA



Experience is sometHmg you aon t get until just after j

WEONESI

28...

THURSDAYJ

29 o^-'""'"'

30,

11^ »*TUROiU[__-

31

!^ QDsnmzB What txmks am I interested in?



JUNE • 03

"tiaTiwvsrsm-

. SUCCESS TIP: There is no easy way to achieving

excellence. Buckle down and do the work.



X ~

1^ Just because I have a short attention span doesn't mean I I J U N E
WEONESCgM-
- I'RIORITIES:

i*
K
f^

THURSOAY;JK
_ ffflORITlES:

h
h

SATURDAY

7

Where do I need to start maUr^ some real charge in my life?



JUNE • 03
One loses!

- many laughs byl

not laughing
J

at oneself.
|

^

MONDAY ••-
_, PRIORITIES:

9 ^

WELLNESS TIP: Laughter is good medicine. When
ail else fails, chuMe and roil.



WEDNESDAY

_- 11 ^/'

ImZ ^u^heT''''""
"""' """"" '^"'™'^' '™' ^°"' """""'

THURSDAY

12^™"

13

%
%
^
»>

14

»^KBiEQIIXB 00 / laugh as much as I could?



JUNE • 03
S M T W T F S

12 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

All the breaks you need In lift ^j^t^
wart within your Imagination ^^^^B^
Imagination Is the workshof

of your mind, capable o

turning mind energy int(

accomplishment

MONDAY j9P-
^ PRIORITIES:

16 FIT

PRIORITIES:

r
m

SUCCESS TIP: Stay focused in the final stretch of

any project. Let your anticipation motivate you.

]1



1
i*e|f^ "-''^

'S 3 "mystery to Be lived, not a problem to be solved. ^..., .,..,„. I J U N E
|,^ WEDNESDA|»—

°w
^^

THURSDAY #-

'^g^ PRIORITIES:

SATURDAie..

21

I^^mitaai%t t Vtif0 Do l stretch my imagination regularly?



fYou have got tcl

discover youT

what you do,)

and trust itk

NTERPERSONAL

^ PRIORITIES:

24,

WELLNESS T{P: Leam from your mistakes. Ifyou
don't, what's the point in making them?



Why IS the alphabet in that order? Is it because of that song? JUNE
1^ WEONESOAIIH

^ 25
„-™"""""'

TH_UBSBAJf_i>-

26

PRIORITIES:

27

»»

»»

28

^::>Eiii!sinaK Do I stay with projects till the end?



PHONE/E-MAIL \_
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Personal directory
^L NAME/ADDRESS \_ PHONE/E-MAIL \_



^ou're on^fHi/^ lotuf luAeev^aU'plofv^^otu*^ ctcu^r' ^ ^

SCHEDULE (Use pencil to allow for pos
V-

-" ' ^ 101
1338!

^ —
r ^

I ^
r

^r
^5
Er

NO TES L -

152 PR€MI€R'- '
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Personal directory 1

NAIUIF/AnDRFSS > PHONF/E-MAIL '^
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YOUR WORLD.

yOUR CHANCE TO MAKE IT BETTER.

AMERICORPS. GIVE BACK FOR A YEAR. SERVE YOUR COMMUNIH. CHANGE YOUR LIFL

AmeriCorps is an awesome adventure and a way to put your idealism into action. If you hove what

it takes to live up to your dreams, join 50,000 AmeriCorps members and help others in need.

You decide how and where to serve

In AmeriCorps, you decide what you want to

do and where you wont to be. You could tutor

children in your own community, work in a

nahonal pork more than a thousand miles

away, build homes for low-income fomilies in

rumi areas, or restore urban streams.

Our online application process on

americorps.org matches your interests with

programs and then generates a list of

opportunities for you.

# Go to americorps.org and click on the

"How to Join" button;

# Give your user name and e-mail address.

Registration is free, secure and involves no

commitment;

# Select "Customized Search" to generate

a list of projects that interest you;

# Apply It's quick and easy!

Gain experience and skills for the

rest of your life

As an AmeriCorps member you'll gain

teamwork, communicotion, and leodership

skills. And you'll gain the personal satisfaction

of taking on challenges and seeing results.

Earn a living allowance, plus money

for school

AmeriCorps members receive a living

allowance, health insurance, student loan

deferment, and training. After you complete

your term, you'll receive $4,725 to help poy

for college, graduate school, vocational

training, or to pay off student loans.

Thousands of opportunities to serve

There are mony ways to give back in AmeriCorps:

» Work with one of nearly 1 ,000 programs

that make up AmeriCorps. Many of these ore

run by well-known organizohons, like Habitat

for Humanity or Boys and Girls Clubs. You

might also serve in your local community

center or place of worship.

» Join AmeriCorps*NCCC (Notional Civilian

Community Corps). These members live on

one of hve campuses across the country and

trovel to other communities to serve where

there is the greatest need.

* Serve with AmeriCorps*VISTA (Volunteers in

Service to America) to help eliminate poverty.

AmeriCorps*VISTA members recruit and train

volunteers, write grants, gather sponsorships

and donahons, and plan community meetings.

For more information or to apply, go to americorps.org

or call 1.800.942.2677 [1.800.833.3722 TTY]

Wr,
'^^



Have You Saved a Life Today?

1^

r
r
r
r
r

Ik

k

Become an American Red Cross Instructor and help save thousands of lives,

you'll build your resume, earn money and gain valuable teaching experience!

For more information—contact your local American

Red Cross chapter or visit us at www.redcross.org

American
Red Cross

Together, we can save a life



AF|ER ALL YOUR YEARS IN SCHOOL,

YOU'RE BOUND TO KNOW A THING OR TW(

&

60 HERE: AMERIC0RPS.0R6 :

Join more than 50,000 Americans giving back to our -

nation by teaching kids, building homes, and helping ^-

communities respond to disasters. C

You'll pick up skills that will last a lifetime and get ^
money for school. Plus, you con apply online.

*'

YOUR WORLD.

YOUR CHANCE TO MAKE IT BETTER.

1.800.942.2677 [1.800.833.3722 TTY]

c
c
r


