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Yep.	You	have	
to	juggle.

� Long term projects -- span several months or years

� Conference proposals -- always have looming deadlines
� Revise and resubmit letters -- can come at any time (and 

have short turnaround times)



Two	systems	
are	key	to	
juggling

� Timing system (When are you doing each of the projects and how 
much time you have to devote to all writing projects each week?)

� Storage system (Where are you keeping track of all projects – past, 
present, and future?)



System	1:	
Timing

� Determine Project A (priority project), Project B, and 
Project C

� Slot projects into weekly times for regular contact



Determining	
Project	A,	B,	
and	C

How to choose project A:
� Determining deadline (closest deadline is A)
� Most important (a book project is A even if  a 

conference deadline for B is sooner)
� What is overdue?
� Worst repercussions?
� Easiest?
� Collaboration deadlines?
� Type of project (articles are always A, conference 

presentations are always B, book is always C…but 
there always C time every week)



Example:	
My	Timing	
System

� Project A: Book on Faculty Time Management (deadline 
for full manuscript November 30)

� Project B: Slides and script for this webinar (deadline 
September 30)

� Project C: Edited collection startup work (no set 
deadline, but chapter proposals due March 31)



Project	A	gets	
“frequent	and	
longest	times	to	
write”	(for	me,	
during	face	to	
face	morning	
schooling	for	my	
children)

Note: Grading, teaching prep, email, etc. done in blank holes. 



Option:	
Scheduling	
projects	by	days	
of	the	week	
(Project	A	gets	
longest	periods	
on	non-teaching	
days	MWF)

Note: Grading, teaching prep, email, etc. done in blank holes. 



AM	person?	
Option:	
Schedule	
projects	by	
energy	level	
(all	get	
worked	on	in	
the	morning	
at	some	point)	

Note: Grading, teaching prep, email, etc. done in blank holes. 



Option:	
Fragmented	
schedule	(B	
only	on	
Wednesdays,	
C	on	
weekends)

Note: Project is out and ready to be worked on as soon as the small 
window opens up – see How Writing Faculty Write for more about this 
strategy



System	2:	
Storage

Where are you keeping track of all projects?
What should be tracked?
� Projects by name, deadline, status, and notes about 

where you left off and what you need

� Ideas for new projects (conference proposals, articles, 
etc.)

� Submitted projects that you are waiting on



Example:	My	
storage	
system	via	
Tracking	
Project	Log

Project B (this talk 
with upcoming 
deadline)

Project A (book)

Project C 
(edited 
collection)

Ideas for new projects 
and any notes (these 
move up on chart as I 
work on them

See TAA’s Making Time to Write for more on this



Option:	Trello	
Board



Option:	
Kanban/Agile	
Whiteboard

A, B, and C projects go in 
In Progress

Ideas and other 
projects go in 
Planned

On Hold projects are 
submitted projects 
where you are awaiting 
feedback

Done projects are 
finished and waiting for 
publication or 
presentation



Want	Help	to	
Design	Your	
Own	System?

Resources

� “Developing a master writing plan” (about my tracking chart) 
https://www.insidehighered.com/advice/2018/07/11/benefits-
developing-master-writing-plan-over-summer-opinion

� How Writing Faculty Write (how to plan writing projects and work 
in tiny time fragments) https://upcolorado.com/utah-state-
university-press/item/3361-how-writing-faculty-write

� “Using Trello in Academia” 
https://medium.com/@bettstetter/using-trello-in-academia-
fd0462b6b5a6

� Making Time to Write https://www.taaonline.net/guide-to-making-
time-to-write

� Defend & Publish private coaching session to set up your system 
(email me for questions) 
https://www.defendandpublish.com/christine-tulley/

https://www.insidehighered.com/advice/2018/07/11/benefits-developing-master-writing-plan-over-summer-opinion
https://upcolorado.com/utah-state-university-press/item/3361-how-writing-faculty-write
https://medium.com/@bettstetter/using-trello-in-academia-fd0462b6b5a6
https://www.taaonline.net/guide-to-making-time-to-write
https://www.defendandpublish.com/christine-tulley/


Image	Credits

� http://www.lovethatimage.com/blog/2010/01/messy-desk/

� https://www.thespruce.com/organizing-a-home-filing-system-
2648257

� https://bia.ca/improve-project-success-using-a-hybrid-agile-
framework/

� https://www.exordo.com/blog/the-best-productivity-apps-for-
academics/

https://www.thespruce.com/organizing-a-home-filing-system-2648257
https://www.thespruce.com/organizing-a-home-filing-system-2648257
https://bia.ca/improve-project-success-using-a-hybrid-agile-framework/
https://www.exordo.com/blog/the-best-productivity-apps-for-academics/


Questions?

Email: 
tulley@findlay.edu


