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Time Log

Use this time log to write down everything you do for 3-7 days (everything! From having a chat in the kitchen to working on a project to taking a phone call). The results can be amazing. Feel free to add columns or change the times to what is relevant for you. You may want to print it out and carry it around with you. Perhaps you want to set a timer to remind yourself to note down your activities. At the end of the tracking time, have a look at any patterns that might emerge. See where you are really spending your time and make adjustments. Could you group like tasks (such as shopping and errands) together? Are there any tasks you can simplify? Or do you need to minimise interruptions? Doing this on a regular basis can have great effects. Have fun!
	Time
	Activity
	Scheduled
	Interrupted 
	Urgent
	Notes

	Eg. 9.00
	Check emails that have come in
	(
	
	
	

	eg. 11.15
	Running lunch order to café
	
	
	(
	Boss had a last minute meeting and needed lunch for the attendees.

	6.00am
	
	
	
	
	

	6.15
	
	
	
	
	

	6.30
	
	
	
	
	

	6.45
	
	
	
	
	

	7.00
	
	
	
	
	

	7.15
	
	
	
	
	

	7.30
	
	
	
	
	

	7.45
	
	
	
	
	

	8.00
	
	
	
	
	

	8.15
	
	
	
	
	

	8.30
	
	
	
	
	

	8.45
	
	
	
	
	

	9.00
	
	
	
	
	

	9.15
	
	
	
	
	

	9.30
	
	
	
	
	

	9.45
	
	
	
	
	

	10.00
	
	
	
	
	

	10.15
	
	
	
	
	

	10.30
	
	
	
	
	

	10.45
	
	
	
	
	

	11.00
	
	
	
	
	

	11.15
	
	
	
	
	

	11.30
	
	
	
	
	

	11.45
	
	
	
	
	

	12.00
	
	
	
	
	

	12.15
	
	
	
	
	

	12.30
	
	
	
	
	

	12.45
	
	
	
	
	

	1.00pm
	
	
	
	
	

	1.15
	
	
	
	
	

	1.30
	
	
	
	
	

	1.45
	
	
	
	
	

	2.00
	
	
	
	
	

	2.15
	
	
	
	
	

	2.30
	
	
	
	
	

	2.45
	
	
	
	
	

	3.00
	
	
	
	
	

	3.15
	
	
	
	
	

	3.30
	
	
	
	
	

	3.45
	
	
	
	
	

	4.00
	
	
	
	
	

	4.15
	
	
	
	
	

	4.30
	
	
	
	
	

	4.45
	
	
	
	
	

	5.00
	
	
	
	
	

	5.15
	
	
	
	
	

	5.30
	
	
	
	
	

	5.45
	
	
	
	
	

	6.00
	
	
	
	
	

	6.15
	
	
	
	
	

	6.30
	
	
	
	
	

	6.45
	
	
	
	
	

	7.00
	
	
	
	
	

	7.15
	
	
	
	
	

	7.30
	
	
	
	
	

	7.45
	
	
	
	
	

	8.00
	
	
	
	
	

	8.15
	
	
	
	
	

	8.30
	
	
	
	
	

	8.45
	
	
	
	
	

	9.00
	
	
	
	
	

	9.15
	
	
	
	
	

	9.30
	
	
	
	
	

	9.45
	
	
	
	
	

	10.00
	
	
	
	
	

	10.15
	
	
	
	
	

	10.30
	
	
	
	
	

	10.45
	
	
	
	
	

	11.00
	
	
	
	
	

	11.15
	
	
	
	
	

	11.30
	
	
	
	
	

	11.45
	
	
	
	
	

	12.00am
	Go to bed girl!
	
	
	
	


There is plenty of information on the internet with in-depth detail about Time Logs. If you want to find out more Google it (
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