Student _________________________________________________________________
Work Site _______________________________________________________________
Work Supervisor _________________________________________________________
CHAPTER 3: Plan Ahead
When faced with a project at work or at school, it is best to develop a plan. Rather than approach the project as one task, it helps to divide it up into smaller tasks or smaller steps. By using a step-by-step approach, you won’t feel so overwhelmed. Use the Planning Worksheet below to help you tackle one of your projects at work or at school.

Planning Worksheet

Project : ________________________________________________________________
Due Date: ______________________________________________________________
Divide Project into Smaller Steps:

Break your project into smaller steps and list them here. Then indicate a logical sequence for completing the steps by numbering them (1, 2, etc.). 

______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
______________________
Deadlines:

List the steps involved in completing your project and assign each step a deadline. It might be helpful to start with the last step because you already know the final due date of the project (shown above).

Step 





Deadline
_____________________________

_____________________________

_____________________________

_____________________________


_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________
CHAPTER 3: Plan Ahead

Purpose:  Planning is an important part of self-management. To help meet goals and complete tasks, plans should be developed. Although planning may take some time in the beginning, it will save time in the long run. 
In this activity, students will see the benefit of developing a plan for a specific project. Students will break a task into small steps. These steps will then be put in the proper sequence. By working backwards from the due date, students will assign interim deadlines to each of the individual steps. To work more efficiently, students should determine if any of the steps can be delegated. 
Stress to students that it is helpful to put a plan in writing. This will help them identify any gaps in their plans. Students should periodically evaluate their plan to track its progress. Advise students to remain flexible and to build extra time into the schedule to allow for any missteps. 
