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Daily Time Audit Worksheet
Use of the time audit worksheet: 
For the duration of at least one week, but preferable two to three weeks, track daily how you spend both your personal and professional time in 15 minute increments.  The purpose of this exercise is to raise your awareness of critical areas that need more focus and to identify tasks that waste your time or could be delegated.
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Priorities Worksheet
Use of the priorities worksheet: 
Setting both your personal and professional priorities each day is a critical step to accomplishing and receiving what you really want out of life. The purpose of this worksheet is to help you focus on what is most important for you to accomplish in order to reach your personal and professional goals.  Please devote some time to think about the questions and put your ideas into action.

What are your Top 3 personal priorities?

1.
____________________________________________   Why?  ____________________________

2.
____________________________________________   Why?  ____________________________

3.
____________________________________________   Why?  ____________________________

What are your Top 3 business priorities?

1.
____________________________________________   Why?  ____________________________

2.
____________________________________________   Why?  ____________________________

3.
____________________________________________   Why?  ____________________________

Who needs to be in alignment (know about and/ or agree with) your personal priorities?

1.
____________________________________________   Why?  ____________________________

2.
____________________________________________   Why?  ____________________________

3.
____________________________________________   Why?  ____________________________

Who needs to be in alignment (know about and/ or agree with) your business priorities?

1.
____________________________________________   Why?  ____________________________

2.
____________________________________________   Why?  ____________________________

3.
____________________________________________   Why?  ____________________________

How well do your personal and business priorities align with your values?

1.
____________________________________________   Why?  ____________________________

2.
____________________________________________   Why?  ____________________________

3.
____________________________________________   Why?  ____________________________
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Day in Review Worksheet
Use of the day in review worksheet: 
Planning each day, and then reviewing your results at the end of the day, is critical to personal and professional success.  Devote a few minutes each morning to plan your day and a few minutes at the end of your day reviewing your progress.  The results will be impressive.
Did I accomplish my Top 3 priorities today?
1.
____________________________________________   Yes/ No
2.
____________________________________________   Yes/ No 
3.
____________________________________________   Yes/ No
What are my Top 3 priorities that I need to accomplish tomorrow?

1.
____________________________________________   Why?  ____________________________

2.
____________________________________________   Why?  ____________________________

3.
____________________________________________   Why?  ____________________________

Key Points:

1.
Be sure to focus only on the Top 3 priorities.  After they are done, you can move on to other tasks.
2.
Choose priorities which support your goals, which in turn support your mission and values.
3. Work on the most difficult priorities first!

4. Consider establishing an agreement with an “accountability partner”…a coach, a spouse/ partner, a co-worker… and take a balanced and sustainable approach to this process.

5. Make your priorities do-able in a day… break large tasks down into smaller tasks.

6. Implement this process with your team…ask them for their Top 3 priorities to keep everyone focused on what’s most important.

7. Have fun with it.  Reward yourself appropriately when you complete difficult priorities.
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