Dr. K’s Reverse Planning Worksheet

To use this worksheet:  1) Insert the dates that you will schedule yourself to work on your project.  2) Divide your project into weekly work increments.  3) Subdivide your weekly increments into tasks.  4) Check-off tasks as they are completed.  Using the check-off method will allow you to “see” what remains to be done but, most importantly,  “see” what you have accomplished.  Procrastination IS the single most pervasive reason students submit poorly written work product

	Week/Dates
	Work Increment
	Task/ Sub Task Description
	 Done
	Not Done

	Submit papers
	Light edit/polish/submit final draft
	Give yourself a reward!!!!!!!
	
	

	
	Heavy edit on Final Draft using grading rubric
	1.
	
	

	
	
	2.
	
	

	
	
	3.
	
	

	
	Edit Rough Draft to Uncover story

	1.
	
	

	
	
	2.
	
	

	
	
	3.
	
	

	
	Fill in outline with summary notes to compile a Rough Draft
	1.
	
	

	
	
	2.
	
	

	
	
	3.
	
	

	
	Use article review template to make summary notes on each source
	1.
	
	

	
	
	2.
	
	

	
	
	3.
	
	

	
	Accumulate research sources
	1.
	
	

	
	
	2.
	
	

	
	
	3.
	
	

	Pick a Project/ Formulate a Question


	Create an Outline
	Go to Library to start project
	
	


