COMM13729 The Art of Technical Communication
[bookmark: _hc096msoqlhh]Skills/Correspondence

[bookmark: _q3rgoxgmcppf]Objective
Write a progress report (memo format) regarding your time management plan/schedule for the entire semester (based on your completion of the time management skills worksheets).  Submit 3 files to the Skills Assignment / Correspondence assignment box:
· the completed memo (contents described under point 2 below) 
· your calendar (weekly view covering week 3 to the end of the term – see point 3 below)
· a sample of your daily “to do” list (see point 4 below)

Content
1. Complete the Time Management workshop worksheets.  Do not submit these worksheets.
2. Write a progress report on what you have done with respect to time management (in MS Word, using the template shown below) that includes:
a. Under the heading “Opening Summary” comment on your schedule and goals and the progress that has been made to date for time management.  What did you identify as your reasons for poor time management in Handout 3?
b. Under the heading “Work Completed” describe what you completed already and note any problems and solutions with your approach to time management.
c. Under the heading “Work to be Completed” describe the work you plan to complete in the next three weeks in your time management approach.
d. Under the heading “Closing”, look ahead to the progress you expect to make in changes to your time management approach, between now (this report) and the end of semester and either express confidence that you will finish everything on time or discuss what extensions may be needed.
3. To demonstrate your time management strategy and use of appropriate tools:
a. Create your calendar with: 
i. all course times, assignment due dates & test dates for all of your courses, from week 3 until the end of the semester.  
ii. include any personal commitments and dedicated study times
iii. Submit a weekly view (see sample in the presentation in week 2)
iv. For submission - Most calendar applications have an option to print your calendar for a specific date range, with a weekly view.  On the print screen, instead of physically printing on paper, choose the option to print to a PDF (save it with your name in the filename)
4. To demonstrate your time management strategy and use of appropriate tools:
a. Create daily prioritized “to do” lists. (see sample in the presentation in week 2) and include a sample for one day.
b. You can use whatever time management tool you are currently using or adopt a new one (e.g. Trello, Google Calendar, Excel, Notion, MS Outlook Calendar, etc.).  If you have your to do list on paper, then you can take a picture of it and submit the image.

Requested length: 300-600 words

See rubric on assignment box
[bookmark: _r4g6fus2wt4g]Resources

Use a memo template from MS Word or the one attached to the assignment box.  Address the memo to your instructor, date it the day you complete it, and use appropriate subject line.
Chapter 22 in the textbook
Resources in Week 2 on Slate
How to gain control of your free time | Laura Vanderkam | 11:54
https://www.youtube.com/embed/n3kNlFMXslo
