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Task breakdown checklist
Make a large task concrete with a blank checklist. Define what finished looks like, gather what you need, and write small 
actions in order. Print as many blank copies as you need.

[  ]  Task / what finished looks like

[  ]  Materials and information I need

[  ]  First action

[  ]  Step 2

[  ]  Step 3

[  ]  Step 4

[  ]  Step 5

[  ]  Step 6

[  ]  If I get stuck / next time

Use brief examples. Skip any prompt you do not want to answer. This is an organizational worksheet, not a diagnostic instrument. Keep 
completed copies private.
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