Take an Inventory of Your Time

1. Inventory your time usage at work (5 working days). Use the attached form to record how you use your
time on the job. Do this in 30-minute intervals. If you do multiple activities within one 30-minute period,
summarize them as best as you can. One of the keys to this exercise is identifying how much of your time
is spent in each of the four quadrants of the Time Management Matrix. Mark your entries so that you can
make that determination, then total the hours spent in each quadrant below:

Quad | Hours Quad Il Hours Quad Ill Hours Quad IV Hours

Monday

Tuesday

Wednesday

Thursday

Friday

Total Hours
per Quadrant

2. Summarize what you learned. In the space below, briefly summarize what you learned or confirmed
about your time usage from this exercise. How effective were you in blocking time for certain tasks? What
about preserving time for Quadrant Il activities? Were there certain times of the day when you were more
effective than others? What changes do you think you need to make?

Observations and Conclusions




Name:

Time Usage Inventory

Time Monday Tuesday Wednesday Thursday Friday
6:00 am

6:30

7:00

7:30

8:00

8:30

9:00

9:30

10:00

10:30

11:00

11:30

12:00 pm

12:30

1:00

1:30

2:00

2:30

3:00

3:30

4:.00

4:30

5:00

5:30

6:00

6:30

7:00

7:30

8:00

8:30

9:00

9:30-10
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