
Here’s how to build your time-tracking tool:

1. At the very start of a workweek, create a time chart as in table 1. Devote a row for

each day of the week and a column for each broad category.

2. Just after you complete a task, write down how long it took you to finish it. If you

spent an hour on Tuesday morning responding to emails, for example, record that in the

Administrative Tasks column, and so on.

TABLE 1

3. At the end of each day, take five minutes or so to tally the total amount of time that
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you spent on each activity. Do the same at the end of the week as well.

4. Next, calculate the percentage of your workweek that you spent on each activity.

5. Finally, visualize the results by creating a pie chart (figure 1). (You easily can do so

using Excel’s chart functions.) You’ll be able to see which activities are taking up the

biggest chunk of your time.

FIGURE 1

21



This step may take you a few rounds to get right. As you review your list, you may

realize that you’ll need to devote more time to some categories than you’d anticipated. In

that case, lower your time allocations in one or more other categories to make up the
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TABLE 3

How to prioritize tasks
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