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Welcome to Your Personal Study Plan.  
 
This is a step-by-step guide through the exercises in The Simple Guide to Study 
Skills. The more effort you put into these exercises, the more you will benefit from 
the book. These activities will show you how to take control of your education and 
learn more in less time. 
 

How to Use the Personal Study Plan 
As you read The Simple Guide to Study Skills, you will see images that look like 
the following: 
 
 

 
When you see the image above, find the one with the matching number in your 
Personal Study Plan. Then complete the activity that corresponds to that number.  
 
 
 
 
Similarly, when you see the image above, find the corresponding page in the 
Printable Resources file. Then print out the page and use the page as described in 
The Simple Guide to Study Skills.  
 
We recommend printing the complete Personal Study Plan before reading The 
Simple Guide to Study Skills. In fact, now is a good time to do that. Next, hole-
punch the pages and keep them in a binder or report cover. 
 
 
 
 
 
 
 
This is the most efficient method. It will make sure the exercises are easy to 
complete as you read the book.  
 
Keep your Personal Study Plan binder in an easily accessible place. These 
lessons are designed to help you improve your study habits. They will help you to 
understand and remember more information in less time. Finally, they will make 
learning easier and more enjoyable.  
 
Note: It’s not necessary to read the whole book in order from cover to cover. 
However, the first three units are recommended for all students before you 
skip around. 
 
So let's get started!  



Skimming for the Big Picture 
	

Instructions: Take a few minutes to skim through the book. Look at the unit titles 
and subtitles, graphics, table of contents, and anything that catches your eye. Try 
to get a feel for what you will learn during this course and the sections that interest 
you the most.  
  
Which two sections do you think will help you the most? 

___________________________________________________________________ 

___________________________________________________________________ 

Create a KWL for Study Skills 
 

Instructions: Complete this chart with short phrases about what you already 
know about study skills, want to know about them, and think you will learn from 
this course.  

 

What I already know 
about study skills: 
 
 
•  

 
•  

 
•  
 
•  

 
•  

 
•  

 
•  
 

What I want to know 
about study skills: 
 
 
•  

 
•  

 
•  
 
•  

 
•  

 
•  

 
•  
 

What I think I will learn 
about study skills from 
this course: 
 
•  

 
•  

 
•  
 
•  

 
•  

 
•  

 
•  
 

  



Determining Your Destination 

1. Imagine yourself 5 years from now. Where would you like to be? What would
you like to have accomplished? Describe your life in terms of education, skills,
and health.

Example: 
• Senior in High School
• Taking several AP or honors classes
• Playing varsity basketball
• Speaking fluent Spanish
• Maintaining a 3.5 GPA

_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 

2. Now think about what steps you will need to accomplish in order for you to
reach those goals. Write them below:

Example: 
• Graduate from junior high
• Make junior varsity team
• Take level 1 and 2 Spanish classes
• Maintain a 3.0 or higher GPA

_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 

3. Visualize yourself one year from now. What would you like to have
accomplished? What steps do you need to take to be on track for your five-
year plan?

Example: 
• I will have maintained an A in Spanish 1.
• I will be playing on a basketball team.
• Raise my math grade to an B or higher

_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 



Creating an Action Plan Map 
 

Instructions:  
1. Print out the Action Plan Map on the next page. 
2. Look back at the one year goals you set for yourself in Exercise 2.  
3. Write one of the goals in each of the destination sections of the Action Map.  
4. Think of specific actions that you can take to accomplish the goal you wrote 

in the destination section.  
5. Write each action in one of the locations along the map. Be sure to start 

each action phrase with a verb. Be as specific as possible and include as 
many action steps as you can think of for each goal.      

 
 

Example Action Plan Map 

	

	 	

1	Year	Destination:	
Maintain	an	A	in	

Spanish	1	
	

	1	Year	Destination:	
Make	Varsity	
Baseball	Team	

	

Create	Pre-Test	
Organizers		
for	each	test		

Attend	all	
review	&	extra	
help	sessions		

Create	study	
group	with	2-3	
classmates	

Organize	notes	
and	flashcards	
by	chapter	

Batting	cages	
30	minutes		
once	per	week.	

Join	offseason	
recreational	
league.	

Include	
conditioning	
in	schedule		

Practice	with	
Kyle	2	or	3	
days	each	
week	



Printable Action Plan Map 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



Priorities Chart 
 

Instructions: Think about each of the three categories of priorities we have 
discussed. In the chart below, list as many activities for each category as you are 
able. 
 
 
 
 
 
 
Essential Priorities (things you must do):  
 
________________________ ________________________ 

________________________ ________________________ 

________________________ ________________________ 

________________________ ________________________ 

 
 

 
 
 
 
Secondary Priorities (things you enjoy doing): 
 
________________________ ________________________ 

________________________ ________________________ 

________________________ ________________________ 

________________________ ________________________ 

 
 
 
 
 
 
Luxury Activities (things you like to do, if you have extra time):  
 
________________________ ________________________ 

________________________ ________________________ 

________________________ ________________________ 

________________________ ________________________	



Study Materials Plan 
 

The academic planner I will use will be:  
☐  The Study and Succeed Printable Planner Pages 
☐  Provided by my school 
☐  Purchased at a store 
☐  Electronic (for example, a tablet or smart phone) 
☐  Other: _________________ 
  
 
My weekly planning session will be: 
 
Day of the Week: ___________________ Time: ____________ 
 
 
To organize the papers for my subjects, I will use:  
(Check all that apply) 

☐  A single 3-ring binder with tabs for each subject 
☐  A separate 3 ring binder for each subject 
☐  Spiral notebooks 
☐  A filing cabinet or drawer 
☐  A plastic filing crate 
☐  Digital filing (cloud, USB stick, etc.) 
☐  Other: ______________
 
 

 

My primary location for studying will be: 
 
_________________________________________________________________ 
 
 
I will prevent distractions by:  
(Check all that apply) 

☐  Studying in a quiet location 
☐  Turning off the T.V.  
☐  Putting my phone away and on silent 
☐  Turning off music (except for Baroque Classical) 
☐  Doing my homework on the computer last 
☐  Other: ______________



Major Assignment Chunking Sheet© 
 

Assignment: _______________________________ 

Class: ____________________________________ 

Date Assigned: _____________________________ 

Due Date: _________________________________ 

 

  
List each smaller task 

(in order) 

 
Date task will be 

finished 
 

When 
completed 

1st    

2nd    

3rd    

4th    

5th    

6th    

7th    

8th    

9th    

10th    

 

  



 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

  



Know Your Opponent 
Test Preparation Guide 

 

 

Class: _____________________________________________ 
 
Test Date & Time: _________________________________________ 
 
Location: _________________________________________ 
 
 
Type of Test:  
☐  In-class  
☐  Take-home 
☐  Open Book 
  
Materials Needed for Test: 
☐  Pencils 
☐  Pens 
☐  Calculator 

☐  Notes 
☐   Textbook/Workbook 
☐   Other: _________________

 
Study Materials Needed: 
☐  Textbook 
☐  Workbook 
☐  Class Notes 
☐  Handouts 

☐ Previous Tests 
☐ Other: _________________ 
☐ Flashcards

 
 
Test Question Format  
(If possible, write number of questions for each section.) 
 
____ Multiple Choice 
____ True/False  
____ Matching 
____ Fill-in-the-blank (will there be a word bank? ____) 
____ Short Answer 
____ Essay 
____ Other 



Material to Be Covered 

Study Topics: 
What material will most likely be on the test? 
_________________________________________________________________ 

_________________________________________________________________ 

Study Plan – How Will I Study for the Test: 

☐ Create and take a practice test 
☐ Attend extra help or review 

sessions 
☐ Flashcards 
☐  Online study tool (Quizlet, 

Kahoot, etc.) 

☐ Study group 
☐ Write practice essays 
☐ Use 1, 3, 7, study hack with 

notes 
☐       Other: ________________

Study Schedule: 

When will I prepare / practice for the test?  
(Remember that spacing out several short sessions is better than single long session.) 

_______________________________  _______________________________ 
_______________________________  _______________________________ 
_______________________________  _______________________________ 

 
Post-Test Review 

 
Grade I expected: ________________   Grade I received: ________________ 
 
What study technique helped me the most? 
 

_________________________________________________________________ 
 
What else could I have done to prepare? 
 

_________________________________________________________________ 
_________________________________________________________________ 
 
Where did most of the material on this test come from?  
Examples: textbook (which part?), class notes, previous quizzes, etc. 
 

_________________________________________________________________ 
 
Other comments? 
 

_________________________________________________________________ 



[Type	the	document	title]	
[Type	the	document	subtitle]	

	

L.B.	Smith	M.Ed.	
	

	

	

  

[Type	the	abstract	of	the	document	here.	The	abstract	is	typically	a	short	summary	of	the	
contents	of	the	document.	Type	the	abstract	of	the	document	here.	The	abstract	is	typically	a	
short	summary	of	the	contents	of	the	document.]	
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Printable Action Map 

 

 
 
 
 
 
 
 

  



  



Major Assignment Chunking Sheet© 

 

Assignment: _______________________________ 

Class: ____________________________________ 

Date Assigned: _____________________________ 

Due Date: _________________________________ 

 

  
List each smaller task 

(in order) 

 
Date task will be 

finished 

 
 

When 
completed 

1st    

2nd    

3rd    

4th    

5th    

6th    

7th    

8th    

9th    

10th    

 

  



 

  



 

  



Active Reading Preparation Page 

Instructions: Print a copy of this page for any material you are required to read 
for a class. Complete steps 1 and 2 before you begin your reading assignment. 
Once you have completed this page, continue reading your assignment using the 
active reading steps you learned in Unit 4.  

Step 1) Determine your purpose: 
 

Check all boxes that describe the reasons for reading this text at this time.  

☐ Preparing for a class discussion 
☐ Studying for an exam 
☐ Gaining an overview of general ideas 
☐ Researching information to write a report 
☐ Understanding difficult or complex concepts 
☐ Answering specific questions related to the material 
☐ Other: __________________________________________ 

Step 2) Activating Prior Knowledge:  
 
Complete this chart using short phrases about what you already know about the 
topic, want to know about it, and think you will learn from the reading. 
 

I already know… 
 
•  

 
•  
 
•  

 
•  

 
•  

 
•  
 
•  

I want to know… 
 
•  

 
•  

 
•  
 
•  

 
•  

 
•  

 
•  
 

I think I will learn… 
 
•  

 
•  

 
•  
 
•  

 
•  

 
•  

 
•  
 

   



 

 

 

 

 

 

 

 

  



Know Your Opponent 
Test Preparation Guide 

 

Class: ________________________________________ 
 

Test Date & Time: __________________________________________ 
 

Location: __________________________________________ 
 
Type of Test:  
☐ In-class  
☐ Take-home 
☐ Open Book 
  
Materials Needed for Test:

☐ Pencils 
☐ Pens 
☐ Calculator 

☐  Notes 
☐  Textbook/Workbook 
☐  Other: __________________ 

 

Study Materials Needed:

☐ Textbook 
☐ Workbook 
☐ Class Notes 
☐        Handouts 

☐ Previous Tests 
☐ Other: __________________ 
☐ Flashcards

 
Test Question Format  
(If possible, write number of questions for each section) 
 
______ Multiple Choice 
______ True/False  
______ Matching 
______ Fill-in-the-blank (will there be a word bank? ____) 
______ Short Answer 
______ Essay 
______ Other 



Material to Be Covered 

Study Topics: 
What material will most likely be on the test? 
_________________________________________________________________ 

_________________________________________________________________ 

 
Study Plan – How Will I Study for the Test: 

☐ Create and take a practice test 
☐ Attend extra help or review 

sessions 
☐ Flashcards 
☐  Online study tool (Quizlet, 

Kahoot, etc.) 

☐ Study group 
☐ Write practice essays 
☐ Use 1, 3, 7, study hack with 

notes 
☐       Other: ________________

Study Schedule: 

When will I prepare / practice for the test?  
(Remember that spacing out several short sessions is better than single long session.) 

_______________________________  _______________________________ 
_______________________________  _______________________________ 
_______________________________  _______________________________ 

 
Post-Test Review 

 
Grade I expected: ________________   Grade I received: ________________ 

What study technique helped me the most? 

_________________________________________________________________ 

What else could I have done to prepare? 

_________________________________________________________________ 

_________________________________________________________________ 

Where did most of the material on this test come from?  

Examples: textbook (which part?), class notes, previous quizzes, etc. 

_________________________________________________________________ 

Other comments? 

_________________________________________________________________ 

  



Essay	/	Report	

Main	Idea	 Main	Idea	

Main	Idea	

Academic Writing Brainstorming Web 
Instructions: When you are any assigned academic writing, this web can be 
used for step 3 of Unit 7 (Academic Writing). Print and use this web whenever you 
need to brainstorm key ideas and details. This step is further described in Unit 7. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Details	

Details	 Details	

Details	

Details	 Details	



 
Study and Succeed Report Outline 

Instructions: When you have a writing assignment, this outline can be used for 
step 5 of unit 7 (Academic Writing). This step is further described in Unit 7. 

Topic: ________________________________________________________ 

I) Introduction: _________________________________________________ 

 - Hook: ______________________________________________________ 

 - Introduce topic/thesis: ________________________________________ 

 - Preview key points: __________________________________________ 

II) Key Point 1: _____________________________________________________ 

 - Support: ____________________________________________________ 

 - Support: ____________________________________________________ 

 - Support: ____________________________________________________ 

III) Key Point 2: _____________________________________________________ 

 - Support: ____________________________________________________ 

 - Support: ____________________________________________________ 

 - Support: ____________________________________________________ 

IV) Key Point 3: _____________________________________________________ 

 - Support: ____________________________________________________ 

 - Support: ____________________________________________________ 

 - Support: ____________________________________________________ 

V) Conclusion: ______________________________________________________ 

 - Restate topic / thesis: _________________________________________ 

 - Review main ideas: ___________________________________________ 

 - Provide a concise and motivating statement: ______________________ 

  



 
Study and Succeed Grade Keeper 

Instructions: Use this spreadsheet to track your grades in each class. You will 
need to use a separate tab in the Grade Keeper Spreadsheet for each class. You 
can copy and add as many as you will need. The total percent for your grade is 
calculated for you at the bottom of the spreadsheet. For more detailed instructions 
and examples, see Unit 11.  

 

Study and Succeed Grade Keeper 
Name:  
Course / Class:  
Year: 
Marking Period: 

Date Assignment Name Category  Points Earned 
Total Possible 
Points 

   F1 G1 
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
   F18 G18 
Total   

 
=SUM(F1:F18) =SUM(G1:G18) 

   
Total Percent: =F18/G18 

 

  



Editing and Proofreading Checklist 
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