Name ____________________________________  Date _________________________________  Period ___

Time Management Log

Directions:  Think about a typical week in your life.  On the planner below, record the activities that you are doing hour by hour.

	Time
	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	6:00 am
	
	
	
	
	
	
	

	7:00 am
	
	
	
	
	
	
	

	8:00 am
	
	
	
	
	
	
	

	9:00 am
	
	
	
	
	
	
	

	10:00 am
	
	
	
	
	
	
	

	11:00 am
	
	
	
	
	
	
	

	12:00 pm
	
	
	
	
	
	
	

	1:00 pm
	
	
	
	
	
	
	

	2:00 pm
	
	
	
	
	
	
	

	3:00 pm
	
	
	
	
	
	
	

	4:00 pm
	
	
	
	
	
	
	

	5:00 pm
	
	
	
	
	
	
	

	6:00 pm
	
	
	
	
	
	
	

	7:00 pm
	
	
	
	
	
	
	

	8:00 pm
	
	
	
	
	
	
	

	9:00 pm
	
	
	
	
	
	
	

	10:00 pm
	
	
	
	
	
	
	

	11:00 pm
	
	
	
	
	
	
	

	12:00 am
	
	
	
	
	
	
	


Time Management Log Reflection

Directions:  Answer these questions once you have finished filling out your Time Management Log.

1.  What was the total amount of time you spent watching T.V. during the week? ________________________

2.  On average, how much time do you spend watching T.V. each day?  ________________________________

3.  How much time was spent studying?  _______________________   Is this enough time?           □ Yes   □ No

4.  If you have a job, how many hours are spent working?  _________   Is this too much time?        □ Yes   □ No

5.  How much time per week was spent texting, talking on the phone, and surfing the web?  ________________  

     Is this too much time?           □ Yes   □ No

6.  Do you have any time that you reflected on how things were going or for planning?  □ Yes   □ No  

     If not, do you think this time might be valuable?  □ Yes   □ No

7.  On average, how many hours a night did you sleep?  ___ hours     

     Was it less than the recommended 8 hours per night? □ Yes   □ No

8.  How much time during the week was there that you couldn’t account for?  ___ hours

9.  Was there anything that you needed to do that you couldn’t find time for? □ Yes   □ No

10.  Was there anything that you wanted to do that you couldn’t find time for? □ Yes   □ No

11.  Looking at how you spend your time, during a typical week, were there any surprises?  □ Yes   □ No

       If so, what were they? ____________________________________________________________________

	The Top Five Things That Take Up

 My Time (In Order of Time Spent)
	The Top Five Things That Should Take Up

  My Time (In Order of Importance)

	1.
	1.

	2.
	2.

	3.
	3.

	4.
	4.

	5.
	5.


12.  What changes, if any, need to be made in your schedule to help you become the most successful you can 

       be?  __________________________________________________________________________________

      _______________________________________________________________________________________
1

