Title of task / assignment / module (Report/Essay/Portfolio)

	Main Task/Goal
Assignment Brief / Overview – use this to break down into sections based on what is needed below – be realistic!
	Main task/goal due on: 

	Tick

	Sub Tasks: Steps to achieve main task/goal
	Sub task due on:
	

	Section / subtask:
· Smaller steps / parts needed to achieve this.

	
Date due
	

	Section / subtask:
· Smaller steps / parts needed to achieve this.

	
Date due
	

	Section / subtask:
· Smaller steps / parts needed to achieve this.

	
Date due
	

	Section / subtask:
· Smaller steps / parts needed to achieve this.

	
Date due
	

	Section / subtask:
· Smaller steps / parts needed to achieve this.

	
Date due
	

	Section / subtask:
· Smaller steps / parts needed to achieve this.

	
Date due
	

	Section / subtask:
· Smaller steps / parts needed to achieve this.

	
Date due
	

	Section / subtask:
· Smaller steps / parts needed to achieve this.

	
Date due
	



Double tick method; to keep track of your completion.

No tick = work not started
One tick = task in progress
Two ticks = task completed
