	
	
	



Backwards Planning 
Backwards planning is an organizational tool that reduces overwhelm by breaking large projects into smaller, manageable steps spread out over days or weeks. To implement this strategy, you start with the final deadline and work in reverse to set intermediate deadlines for each step, making sure to balance the work around your other commitments and leave room for unexpected delays 
1. Get Organized  
a. What is the project, paper or exam? When is it due? 
2. Break down the project into manageable steps 
3. Plan for all details - even the small ones  
a. i.e. do you have to print off any materials? When will you do this?  
4. Create intermediate deadlines for each step 
a.  Starting with the task closest to your final deadline, and working backwards, order the steps and create deadlines for each step of the process. Think about how much time it will take you to complete each step 
5. Schedule only when you’re actually available 
a. Space out your steps/deadlines around other assignments/exams/commitments  
6. Leave room for emergencies, delays or distractions 
7. Know yourself and be realistic!  



Example: Backwards Planning

Friday, 5/1:
Grammar check
Additional edits
Begin 
Monday, 4/6:
Read assignment Decide on topic
Thursday, 4/9
Begin research
Find scholarly sources
Saturday, 4/11:
Review sources & take notes
Create outline
Wednesday, 4/15:
Create your first draft from outline
Saturday, 4/18:
Review draft & note changes
Revise paper
Tuesday, 4/21:
Have a peer review your paper
Friday, 4/24:
Have mentor(s) review your paper
Monday, 4/27:
Make any recommended changes
Wednesday, 4/29:
Read paper aloud
Additional edits
Sunday, 5/3:
Final edits
Final read through
Due Date Monday, 5/4:
NRSG 405 Final Paper Due at midnight
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