		     Time Management Workbook		
Activities can easily be tracked using the Activity Record.  This tool is unique in its simplicity. 

Instructions:
Put a mark next to the time you begin the first activity of the day.  Do not write in the description until you have completed it and you are ready to move on to the next one.  

As you transition from one activity to the next, simply put another mark on the line next to the time your completed the activity and, in the space provided, describe in a word or two what the activity was. At the end of the day you’ll have an accurate history of which type of activities consumed your time and energy throughout the day.

[bookmark: _GoBack]Do this for two days. Once you have viewed the Skill of Choosing Video transcript , you will be instructed to color code the activity– RED, GREEN, YELLOW, or GRAY. 

Guidelines:

· Carry the activity record with you and fill it out as soon as you complete an activity (note: you will not input your notes into your workbook, but will need to complete this activity to answer questions in the workbook).
· Be honest with yourself.  Making up details won’t serve your purpose.
· List interruptions and assign them a color, too.
· Do not rely on your memory; mark the activity record at the completion of every activity.


Average:

After completing this activity for two days, add up the amount of time (in minutes) you spent in each color. Then average these times over the 2 days and round your average to the nearest hour. You will enter this data into your workbook.


Day 1:	 Red ______	Green ______   Yellow ______   Gray ______ 

Day 2:	 Red ______	Green ______   Yellow ______   Gray ______ 



Total Time: Red ______	Green ______   Yellow ______   Gray ______ 








Track Your Investment of Time							DATE: _________________
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	STOP
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