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How Much Time?

168

Hours in a week

# of hours | work per week

# of hours | sleep per week

# of hours of personal time per week

HOURS LEFTOVER

Personal Time — anything else you HAVE to do, such
as kids’ activities, caring for a parent, laundry, meals,
church/club leadership responsibilities, etc.




Day/Date Interruptions:
Time Activity Importance Phone |Other |Nature
7:00 12345
12345
7:30 12345
12345
8:00 12345
12345
8:30 12345
12345
9:00 12345
12345
9:30 12345
12345
10:00 12345
12345
10:30 12345
12345
11:00 12345
12345
11:30 12345
12345
12:00 12345
12345
12:30 12345
12345
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Day/Date Interruptions:
Time Activity Importance Phone |Other |Nature
1:00 12345
12345
1:30 12345
12345
2:00 12345
12345
2:30 12345
12345
3:00 12345
12345
3:30 12345
12345
4:00 12345
12345
4:30 12345
12345
5:00 12345
12345
5:30 12345
12345
6:00 12345
12345
6:30 12345
12345
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Time Mastery Profile® eese

1.  What went right today? Why?

2.  What went wrong today? Why?

3.  What time did you start on your top priority task? Why? Could you have started earlier in the day?
4. What patterns and habits are apparent from your time log? What tendencies?
5. Did you spend the first hour of your day doing important things?

6. What was the most productive period of your day? Why?

7. What was the least productive period of your day? Why?

8. What accounted for most of your interruptions?

9. What were the reasons for the interruptions?

10. Which of these interruptions can be controlled, minimized, or eliminated?

11. What were your three biggest timewasters today?

12. How might you eliminate your three biggest timewasters?

13. How much of your time was spent on high-value activity?

14. How much of your time was spent on low-value activity?

15. What did you do today that could have been eliminated?

16. What activities could you spend less time on and still obtain acceptable results?
17. What activities needed more time today?

18. What activities could be delegated? To whom?

19. Beginning tomorrow, what will you do to make better use of your time?
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Task Importance Urgency

Importance & Urgency Scales
1 (low) — 5 (high)
1 (Unimportant) — 5 (Most Important)
1 (Not urgent at all) — 5 (Extremely urgent)




Priority Matrix

5. High

Importance

1. Low

1. Low Urgency 5. High



5. High

Importance

1. Low

5. High

Importance

1. Low

Priority Matrix

1. Low Urgency 5. High
Priority Matrix
Important but Important &
Not Urgent Urgent

Important Goals/Focus

Critical Activities/Crisis

Not Urgent &
Not Important

Distractions/Wasteful

Urgent but
Not Important

Interruptions/Trivial Work

1. Low

Urgency

5. High




Date:

Important AND
Urgent

Important and Not
Urgent

Urgent and Not
Important

Not Urgent and Not
Important

12 am

10

11

12 pm

10

11




MY ACTION PLAN TO:

The old habit | want to change is:

The new and improved habit | want to develop is:

Steps | will take and when | will take them to get started:

Consistency and persistence are critical for developing new habits! To keep from getting
derailed with my new habit, | will:

Who can help me stay accountable to myself? What will | ask them to do?

My priorities in Week 1 with my new habit are:

My priorities in Month 1 with my new habit are:
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