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1. Start each class with five minutes of focused keyboarding.

2. Start and end each work session with the Tracking Sheet.
3. All completed projects and self-evaluation forms are to be copied into your portfolio in “Shared”
Portfolio Checklist
The Tracking Sheet for Blocks A, B, C, D

	Tracking Sheet / Work-Back Schedule / Service Journal    

	Tuesday, December 3
	Details of what you plan to learn/accomplish this day:

·  Read about keyboarding, service & project management.

· Start keyboarding

· Read about writing a proposal

· Start proposal if there is time.
	Who did you help today & with what?

· 

	
	Details of what you did learn/accomplish this day.

·  I now understand:

·  I still have questions about:
	Who helped you today & with what?

·  

	Thursday, December 5
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Monday, December 9
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Thursday, December 12
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Monday, December 16

Top of document
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Wednesday, December 18
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Friday, December 20
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Tuesday, January 7
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Thursday, January 9

Top of document
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Monday, January 13
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Wednesday, January 15
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Friday, January 17
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Tuesday, January 21
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Thursday, January 23

Top of document
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Monday, January 27
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Wednesday, January 29
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Friday, January 31

Top of document
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Tuesday, February 4

Top of document
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Thursday, February 6
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Monday, February 10
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Wednesday, February 12
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Monday, February 17

Top of document
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Wednesday, February 19
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Friday, February 21
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Tuesday, February 25
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Thursday, February 27

Top of document
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Monday, March 3
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Wednesday, March 5
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Friday, March 7

Top of document
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Tuesday, March 11
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  

	Thursday, March 13
	Details of what you plan to learn/accomplish this day:

· 
	Who did you help today & with what?

·   

	
	Details of what you did learn/accomplish this day.

·  
	Who helped you today & with what?

·  
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