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Template for Managing Tasks and Prioritizing Time 

Course Sequence Type of Task Week 
Number 

Estimated 
Time Spent 

Before Design 
 
 
 
 
 
 
 
 
 
 

  

During and end of 
course 

Administrative 
 
 
 
 
 
 
 
 
 
 

  

Facilitative 
 
 
 
 
 
 
 
 
 
 
 

  

Evaluative 
 
 
 
 
 
 
 
 
 
 
 

  

 

 


