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your turn   on your own

Use this blank calendar to map your schedule and most important tasks for the current month. Later 
in the chapter you’ll be asked to prioritize what you write down here.

MontH: 

MonDAy tuESDAy WEDnESDAy tHurSDAy FrIDAy SAturDAy SunDAy

Completing Large Assignments
Many students think they can start and finish a large assignment, such as a 
major paper, in the two or three days just before the due date. Even if you 
set aside a couple of days to only work on a large project, you can hardly 
use the time efficiently to finish it without any preparation and planning. 
For instance, if you have to write a ten-page paper, you will find it almost 
impossible to choose a topic, research it to find relevant information, take 
notes, create an outline, write a first draft, proofread, and revise your paper 
all in two or three days. The processes of gathering information and writing 
about a topic not only take time but also require thinking about and under-
standing the information for proper use in the paper. (You’ll learn more 
about this in the chapter on “Writing and Speaking.”)

Break large assignments such as major papers into smaller steps with 
deadlines. For example, you can establish a deadline for yourself to choose 
a topic. Then you can spend time over the next few weeks to research your 
topic, take notes, and begin drafting your paper. Breaking a large project 
into smaller steps is something you will probably have to do for yourself. 
Most instructors won’t provide this level of detailed assistance for writing 
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