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INSTRUCTIONS FOR COMPLETING YOUR TIME USE ANALYSIS

1. All time is to be recorded in 15-minute blocks. You may only do one thing in some time periods, while in others you
may do four or five tasks. Don’t be too concerned about that. Try to capture the most important thing that you are

doing.

2. Record your activities as you do them. Don’t wait until noon to record what you did at 9:00 am. You will forget.
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4. Here is what is meant by activity:

e Meeting Time actually spent in a meeting.

. Check the appropriate block to correspond with your activity.

o Paperwork Any time utilized handling paperwork; e.g., writing, reading memos, etc.

o Traveling Time spent going to a business engagement

o Waiting Time spent in anticipation of an appointment that is running late, not starting on time
o Interruption Phone call, drop-in visitor, unscheduled hallway meeting, etc.
o Client/Customer Relations Setting up appointments, customer service work, scheduled sales calls
o Managing Team Time spent managing and dealing with sales team issues

o Miscellaneous Coffee breaks, trips to restroom, etc.
5. Complete the total for the day and determine percentage of time spent on each activity.
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The results of the Time Use Analysis can give your career and personal life a tremendous boost. AFter the study is completed, you can see how you
spent your time. You may be surprised at how much time you literally wasted; time that could be spent in more productive ways. You will also see
how much time was spent in activities that contribute to your professional success.
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WEEKLY WORK PLAN

Name Week of

Major Objectives for Week

Projects Required to Accomplish Objectives

1.
2.
3.
4 TIPS FOR EFFECTIVE PLANNING
1. To successfully plan your time,
S. answer four questions:
« What objectives do I want to
accomplish?
Activities Required to Accomplish Projects » What must I do to accomplish

these objectives?
« In what sequence should I
1. complete them?
« How long will each of these

2. activities take?
3. s
2. Focus on results...not activities.
4.
3. Make sure your daily activities list
5. contains priorities and time
6 estimates for their completion.
7 4. Plan your daily activities the day
before. Your day will begin on a
8. high note.
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