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Suggestions for Making a Quarter Calendar
This schedule uses a calendar format and is used to record long-term assignments for all classes.  Using this kind of schedule helps prevent the problem of being "surprised" by tests or assignments that were assigned earlier in the quarter.

To make this schedule you should: 

· Obtain the syllabus for each class.  Note dates for tests, quizzes, and long-term assignments such as reports or papers. Write these on the calendar, using different colors for each of your courses. 

· If you are taking a class where a research or other longer paper is assigned, be sure to set intermediate dates for completing the steps necessary to finish the paper.  For example, if you have a term paper due in Week 8 of the quarter, you'll need to write in when you will begin to type the paper, when you will revise the paper, when you will write it, when you will make an outline, when you will do research, when you will choose the topic, etc., working backward from Week 8 when the paper is due.  (In this example, you might begin by selecting the topic in Week 2 of the quarter in order to finish on time.)

· Write in these dates on the calendar and then keep the quarter schedule handy as you plan when to work on specific study tasks.  A good time to do more specific planning is on Fridays (to plan weekend study), and on Sunday evenings (to plan your study for the coming week).
· Combine the quarter schedule with a more detailed day-to-day calendar or planner to keep you on track.  Additionally, try to build a study routine into your week to ensure that you spread out study and become more efficient.  A weekly master calendar form works well for this.
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