Reflections File

	Preparation task
	Time taken
	Observation

	Defining your purpose


	
	

	Analysing your reader


	
	

	Reader questions


	
	

	Pre-writing


	
	

	Organizing


	
	

	Drafting


	
	

	Writing introductions


	
	

	Writing conclusions


	
	

	Writing recommendations


	
	

	Writing summaries


	
	

	Using graphics


	
	

	Editing and proofreading


	
	

	Final observation on whole process


	Not applicable
	

	Summary of lessons learnt:


	Total time =
	


REMEMBER TO SAVE A COPY OF YOUR WORK WHEN YOU ARE FINISHED.

