	To-do list
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	



	
	
	

	Done?
	Project 1
	Due By
	Notes
	 
	 
	

	
	Planning
	4/15/04
	 
	

	
	Preparation
	4/18/04
	 
	

	
	Task a
	4/18/04
	 
	

	 
	Task b
	 
	 
	

	 
	Task c
	 
	 
	

	 
	Task d
	 
	 
	

	 
	Paperwork
	 
	 
	

	 
	Hand-off
	 
	 
	

	 
	Follow-up
	 
	 
	

	
	
	
	
	
	
	

	Done?
	Project 2
	Due By
	Notes
	 
	 
	

	 
	Planning
	 
	 
	

	 
	Preparation
	 
	 
	

	 
	Task a
	 
	 
	

	 
	Task b
	 
	 
	

	 
	Task c
	 
	 
	

	 
	Task d
	 
	 
	

	 
	Paperwork
	 
	 
	

	 
	Hand-off
	 
	 
	

	 
	Follow-up
	 
	 
	

	
	
	
	
	
	
	

	Done?
	Project 3
	Due By
	Notes
	 
	 
	

	 
	Planning
	 
	 
	

	 
	Preparation
	 
	 
	

	 
	Task a
	 
	 
	

	 
	Task b
	 
	 
	

	 
	Task c
	 
	 
	

	 
	Task d
	 
	 
	

	 
	Paperwork
	 
	 
	

	 
	Hand-off
	 
	 
	

	 
	Follow-up
	 
	 
	

	
	
	
	
	
	
	



