
Time management 

For more, write to: bhar.abhijit@outlook.com 

 

 

 

 

 

 

 

 

 

You have 168 hours per week, how do you use yours? 

 

Sr. 
No. 

Description Usually Some 
times 

Rarely 

1 Do you normally spend time the way you really 
want to? 

   

2 Do you often feel harried and obligated to do 
things you really don’t want to do? 

   

3 Do you regularly work longer time than others?    

4 Do you take work with you in home?    

5 Do you feel guilty about your performance at 
work? 

   

6 Do you consider your job to be fun?    

7 Can you find blocks of uninterrupted time when 
you need to? 

   

8 Do you feel in control about the way you use your 
time? 

   

9 Do you do regular exercise?    

10 Do you take vacations as often as you would like?    

11 Do you put off doing difficult, boring, or 
unpleasant parts of your job? 

   

12 Do you feel that you must always be busy doing 
something productive? 

   

13 Do you feel guilty when you occasionally goof off?     
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Control of Your Time 

List down the activities in both the boxes and check in the scale, where are you: 

10 9 8 7 6 5 4 3 2 1 
 

Tasks or activities that allow personal 
control of my time 

Tasks and activities that limit personal 
control of my time 
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Identify your prime Time and check your activities 
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My priorities for this Sunday: 

Priority A – Must do 

 

 

 

 

 

 

 

Priority B – Should do 

 

 

 

 

 

 

 

Priority C – Nice to do 
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How would you use the time, if you would get two hours each day: 

o Do more planning 

o Do more reading 

o Spend some time on new project work 

o Spend more time with family and friends 

o Begin or expand an exercise program 

o Spend more time on personal financial matters 

o Start or expand hobby 

o Handle some thing which I have been putting off 

 

Add your own 
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The tips: 

 

 

   e   e

  o hel  you to deter ine how you using your
  e at  resent

  o  a e you aware o  the  or on o    e o er
whi h you ha e  ontrol

  o tea h you how to  a e the  ost e e   e
use o    e under your  ontrol

  o hel  you handle   e not under your
 ontrol in a  ore e  ient way

  o allow you to use   e the way you  hoose
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 e iew

   sta lish res onsi ili es   riori es and
o  e   es

   li inate unne essary and ina  ro riate
a   i es

   lan and s hedule the use o  your   e wee ly
and daily

  a e o   u  use o  your  ea    e

  li inate or redu e as  any distra  ons as  ossi le

  n lude roo   or une  e ted e ents
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To adopt the wrong thing is easy and faster but fatal, to adopt correct things take time, 

slower but forever. Take the correct thing in blood. 


