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	Time of day
	Main Activity (record what took up more than 15 minutes in any one period)

	7:00 – 7:30am
	

	7:30 – 8:00am
	

	8:00 – 8:30am
	

	8:30 – 9:00am
	

	9:00 – 9:30am
	

	9:30 – 10:00am
	

	10:00 – 10:30am
	

	10:30 – 11:00am
	

	11:00 – 11:30am
	

	11:30 – 12:00
	

	12:00 – 12:30pm
	

	12:30 – 1:00pm
	

	1:00 – 1:30pm
	

	1:30 – 2:00pm
	

	2:00 – 2:30pm
	

	2:30 - 3:00pm
	

	3:00 – 3:30pm
	

	3:30 – 4:00pm
	

	4:00 – 4:30pm
	

	4:30 – 5:00pm
	

	5:00 – 5:30pm
	

	5:30 – 6:00pm
	

	6:00 – 6:30pm
	

	6:30 -7:00pm
	

	7:00 – 7:30pm
	

	7:30 – 8:00pm
	

	8:00 – 8:30pm
	

	8:30 – 9:00pm
	

	9:00 – 9:30pm
	

	9:30 – 10:00pm
	

	10:00 – 10:30pm
	

	10:30 – 11:00pm
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Use this page to make notes:  

Answer the following questions:

What do you observe when you review this day?

Can you list the items that you planned to achieve versus those that got added during the course of the day?

What is the percentage of time you spent on planned activities versus those that were unplanned? To what extent are you ‘in control’ of the use of your time and to what extent are you not in control?

How might you improve the control you have over your time?

Date: 
                                                        A free resource from Leadership First – www.leadershipfirst.co.uk
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