Hone
the steps

v Break dreaded tasks down.

v' Estimate do times.

Tip: Add a 10-15%+ buffer for
the unexpected.

v Revise if needed.

Set Due/
Back UP Do Dates

v Imagine you’ve reached your v Use a calendar
goal & really succeeded! ’
v' Record the due/target date.
v List the steps that led to it B

in reverse order. J ‘ v Record the step do times.

Tip: Work backwards from the
target date. Make sure the plan will
work. Reschedule if needed.

Tip: Include self-care tasks that
led to your success.

REVERSE
ENGINEERING

Stop overwhelm!
Halt procrastination!

Get big results!
Name Your Work

Outcome Your Plan

v Follow the steps in order.

v’ Be flexible. Reschedule if
needed.

v That's your goal.

Tip: Record it on paper

Tip: Avoid skipping or
as a title. o pping

rushing any steps.

A Sample ...
DO WELL ON THE BIO QUIZ
7. Do a final, quick review (30 min.)
6. Eat a healthy breakfast (15 min.)
5. Get a good night’s sleep (7-8 hrs.)
4. Learn section 2 info. (1 hr.)
3. Learn section 1 info. (1 hr.)

2. Combine text info. & lecture notes (45 min.)
1. ID what's on the quiz (20 min.)
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