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MEMO

To: Brandon Gaille

From: Anthony Brown

Date: December 4, 2025

Subject: Recommendation Report and Editorial Suggestions for Two Weeks to Transform

BrownHouse publishing house is pleased to help develop your article 25 Time Management Tips
for Students (Skills and Strategies) into a manuscript for our Two Weeks to Transform book
series. I’'m reaching out because a multitude of our readers (who are mostly students) have
requested the addition of a book on your article to our series. Your article’s simplicity and
straight to the point facts/examples are perfect for our book series. Most of what is needed for the
series is already present within your article. Your article aligns with our series through important
pieces of advice, such as not leaving things until the last minute and keeping up with
schoolwork. We hope to work with you to transform your article into an edition for our series
that follows the format of a 14-day plan. Within this memo are some ideas that might guide you
on how to formulate your article into a book for our series. There will need to be some slight
restructuring with examples, wording, and visuals throughout your article along with more
cohesion. Your feedback and comments are essential as we move forward in this process. We
look forward to collaborating with you throughout this process.

Our Readers

To help contextualize your article’s transformation into our book series, I thought I’d give you a
quick scope as to who our readers are within our series. Our readers are typically college
students, or students about to head into college. We’ve seen massive success in previous books in
our series such as Cutting Out the Clutter and Establishing an Exercise Routine. The themes in
these books have been relatable to college students across the world, and we can’t wait to work
with you to make your article fit our book series.

Examples in Article

When it comes to the examples listed in your article, you could certainly take advantage of using
specific student-focused examples that illustrate your tips within a realistic scenario. For
example, when you’re discussing tip 3 (do important tasks first), you could incorporate a
scenario where a student tackles their first project for a class before trying to doom scroll on
social media. In a similar vein, tip 13 (break tasks into chunks) would benefit from an example
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of a student dividing a five-page paper up into doing a page a day for the next five days. When
you’re breaking up a large paper into chunks, you’re emphasizing a good example to students.
Not only do both of these student-centered scenarios make your advice more relatable, but these
also align with our book series Two Weeks to Transform in making these examples into real-
world adaptations that our readers can feel ready to implement in their day-to-day lives.

Audience & Tone

It’s important to keep in mind that your article is mainly being read from the perspective of a
college student. When it comes to students transitioning to college, they’re already overwhelmed
and have lots of factors that are changing their lives quickly. I would encourage opening your
article with more of a reasoning as to why students (your targeted audience) will benefit from a
short book on their time management. Your article reads as one that motivates readers in a bit of
a satirical/relatable tone. Your tone should also be supportive and keep that satirical/relatable
undertone. Keep in mind that students want to get to your examples in an accessible manner. Try
to use shorter sentences, more relatable scenarios, and to incorporate more of that undertone.

You want to try to make your content as relevant to their lives as much as you can. With that
being said, your article already has a lot of the necessary content like various strategies for these
tips, and concrete examples. Try to frame your tips as steps towards change, not just
straightforward advice. For example, instead of “Don’t multitask,” try saying something like
“Once you finish a single task, you’ll finish the others in no time and feel less stressed.”
Specifically, try to present your strategies in a confident manner, but to keep your voice
empathetic. Something along the lines of “We understand you juggle a lot of responsibilities, so
this plan helps you to take action” would fit perfectly. You want to establish credibility
throughout, so be wary of more holistic real-life examples throughout your tips. You also want to
use more first-person plural throughout your examples, as this creates more of an established
relationality between your content and our readers.

Visuals & Content

I noted that you did a great job making your 25 tips accessible and clear, and you’ve provided
examples for them. However, I feel your text would benefit from visual elements that’d help
readers to internalize these tips in their day-to-day lives. For one, your article currently relies on
text that is either numbered or in a paragraph format. I’d strongly recommend adding some
supporting graphics, charts, or illustrations to back up some of these tips. In contextualizing our
Two Weeks to Transform series, visuals such as sample schedules are good ways to strengthen
your material in visualizing to your readers how they’d benefit from applying each tip in their
lifestyle. The discussion of some tips such as 13 (break tasks up into manageable chunks) and 17
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(prepare before studying) would benefit from expanding on student scenarios that’d directly
resonate with them. When integrating these visuals and examples, your article can move beyond

listing strategies/tips for their success, yet, aligning with our guided plan that motivates students

to incorporate these tips into their lifestyle and the conventions of our book series.

Modified Tips & Illustration of Table

After reading your article, there were some common themes I discovered. For example, tips 5,
10, and 17 all had to do with preparation and the environment around you. There were recurring
themes of prioritization and focus with tips 3, 8, 9, 14, 15, and 16. I found that tips 2, 4, 6, 13,

18, and 22 all had to do with the structuring and planning such as highlighting one's schedule and

breaking down tasks. There are four main categories within your article that can be categorized

into focus, planning/structuring, environment, and balance. There is a fifth category, tips 11 and
12 being in correlation of one being accountable. I believe that these themes will translate well

into working towards the 14-day book series. In the table below, are all of the tips from your
article in a cohesive numbered 14-day series proposal for your convenience.

Day 1: Day 2: Day 3: Day 4: Day 5: Day 6: Day 7:
Prioritization | Avoiding Removing | Building | Preparing [ Setting your | Switching
& Focus Procrastination | Distraction | your & Setting | Goals Tasks
Master Up Consistently
Schedule
Tip3—-Do |Tip8—Don’t |[Tip5- Tip 2 - Tipl0— |[Tip6—Set |Tip7—Use
important leave things Remove Create a Create a goals for the
tasks first until last distraction | master study study time Pomodoro
Tip 9 minute Tip 16— schedule space Tip 18 — Set technique
Avoid Tip 14 — Eat Work even | Tip 4 — Tip 17— | realistic Tip 11 -
multitaking | your frog when Block off | Prepare goals Switch tasks
you’re study before if struggling
working sessions studying to keep up
Day 8: Day 9: Day 10: Day 11: Day 12: Day 13: Day 14:
Managing Accountability | Prioritizing | Refreshing | Practicing | Utilizing Long-term
Projects your Study | & Reviewing | Time- Sustainability
Effectively Time Balancing | Daily Management
your Tools
Schedule Effectively
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Tip 13 —
Breaking
tasks into
chunks

Tip 15—
Complete
tasks in one
sitting

Tip 12 —Join a
study group

Tip 19 —
Find the
best time
for you to
study

Tip 21 —
Take
advantage
of “dead
time”

Tip 20 —
Take short
breaks

Tip 25 —
Take time
off

Tip 22 —
Practice
daily

reviews

Tip 23 —
Take
advantage of

apps

Tip 1 — Get a
good night’s
sleep

Tip 24 —
Don’t obsess
or perfect

In adapting your 25 tips into a 14-day book series, I noticed a lot of overlapping tips. I merged

them to be more cohesive. Specifically, I merged tip 3 (do important tasks first) and tip 9 (avoid

multitasking) because it emphasizes prioritization. I also merged tip 8 (don’t leave things until

the last minute) and tip 14 (eat your frog) because it emphasizes pressure. Finally, I merged tip 6

(set goals for study time) and tip 18 (set realistic goals) because they’re both in relation to goal-

seeking. If you have any ideas on making these tips more distinctive/cohesive with one another,

please let us know and we can work on an alternative.

Since our conventions have reached readers across the world in our Two Weeks to Transform

book series, our past plans such as Secrets to Sound Sleep have kept readers beyond our two-

week program into cultivating a lifestyle. We want to help readers through a structure where each

day builds on the last. There are many time management tips that naturally interlock with one

another. While days 9, 12, and 13 serve as days of reflection, these days also serve as reminders

as to why these practices should be reinforced on a daily basis. There are no tips that repeat on
the same day, because we want to find what works best for college students. There could be a
chance that tip 14 (eat your frog) may not be effective for one, but that tip 20 (take mini-breaks)
will be most effective for them. At the end of the day, it’s up to our readers to decide what works

best for them.

Tips 20 (taking mini-breaks) and 25 (taking time off) were also merged together at the end of our
14-day plan to highlight the importance of balance and recovery. Tips 2 (creating a master
schedule) and 4 (blocking off study sessions) were merged together to emphasize the importance

of time-management. Tip 12 (joining a study group) stands by itself because it emphasizes a

distinct lifestyle change in meeting new people and developing better studying habits. I’d
recommend that tip 13 (breaking tasks into chunks) incorporate student-centered examples. 1I’d

also recommend doing the same for tip 16 (work when you’re working). The proposed schedule
is intentional in gradually layering readers into a lifestyle that they can maintain throughout

college. Not only does this build consistency and accountability over time, but it also helps to
build habits that they’ll need throughout their time in college and through life.
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You’ll see that most days in the schedule have two tips, but that three of them only incorporate
one tip: this is intentional. Some of your tips, especially tip 13 (break tasks up into manageable
chunks) and tip 16 (work when you’re working) can greatly benefit from having more examples.
Readers are meant to internalize these habits into daily habits/strategies for college. There are a
lot of books dedicated to time management. If you need to pursue these resources, [ would
suggest looking into books like Getting Things Done: The Art of Stress-Free Productivity by
David Allen and Time Management Secrets for College Students: The Underground Playbook for
Managing School Work, and Fun by Dennis Stemmle. All of these tips are just a part of an
example schedule we provided. You’re more than free to diverge from this however you wish.

Conclusion

Your article does require overlapping tips together and to expand on your examples by
incorporating more student-centered real-life examples. You can consider adding visuals like
charts, graphics, and illustrations to emphasize the cohesion in schedule to your readers. You
could also consider honing the tone of your article to become satirical and relatable towards
students. Your article has incredible potential to succeed as a strong addition to our Two Weeks to
Transform book-series. Please don’t feel afraid to reach out at any point if you have any
questions, comments, or concerns. This memo only serves as a suggestion. If you have any other
ideas to make your article fit into our book series, feel free to contact me so we can make it
work!



