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Work System [Mini-schedule]

2nd _______________

3rd _______________

4th _______________

5th _______________

6th _______________

7th _______________

My Checklist Check 
when done

1st _______________

Organization
The ability to maintain and 
create systems to keep track 
of information or materials.

Dawson and Guare, 2012

Exhibited behaviors:
Difficulties with 
developing outlines or 
completing graphic 
organizers
Folders, backpacks 

and lockers are messy
Written work lacks 

organization
Kaufman, 2010
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Using graphic organizers
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Time Management
The ability to estimate how much time 
one has, how to allocate it, and how to 
stay within time limits. Sense of time is 
also imperative with time management.

Dawson and Guare, 2012

Exhibited behaviors:
Requires more time to 

complete tasks than peers
Is unable to gauge the 

amount of time to complete 
tasks
Is often surprised by due 

dates
Kaufman, 2010




