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Introduction 

This document is constructed in three parts. 

 

Part One – Time Logs 

Part One shows you how to analyse your current use of time using a Time Log. 

 

Part Two – Urgent/Important Matrix 

Part Two shows you how to use an Urgent/Important Matrix to examine your current use of 

time and to plan changes for personal productivity improvement. 

 

Part Three – 101 Time Management Tips 

This extensive checklist of hints and tips will help you to implement changes to improve 

your time management and increase your personal productivity.   

 

Together, these three sections, add up to a powerful combination of tools and techniques 

to substantially improve your personal effectiveness. 
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Part One 

Time Logs And How To Complete Them 
 

Most people have only a fairly vague idea of how they use their time and where it goes.  We 

may think we have a good understanding of how we manage our time, until the missed 

deadline or the 'lost' hour proves us wrong.  A way of finding out exactly what you do with 

your time is to keep a time log. 

 

A time log is simply a record of everything you do in a given period (a week or two week 

period is best but even two or three days can give useful information) and how long each 

activity takes.  It is important to be precise and to record exact times as this will give you a 

true picture of the extent to which your work is fragmented (in terms of getting things 

done 6 lots of 10 minutes is not the same as an hour). 

 

Do not wait for a typical week; they do not exist.  Get started straight away; it is worth the 

effort. 

 

Completing The Log 

1. Write down the three priority objectives you really want to achieve today.  Try to 

express them specifically. 

 

2. Start the time log immediately you come in by recording your arrival time. 

 

3. Write down each activity and the time taken in the appropriate columns.  The 

other columns can be filled in when you have a chance.  It can help to imagine that 

you are charging your time to a project or a client.  You would want to be clear 

about how much time you book. 

  


