Time Management: Time Audit
	
	
	



Do you ever wonder where all your time goes? Use this worksheet as a guide for tracking and reflecting on how you use your time over the course of a week to help you identify the best places to make adjustments. Choose categories that make sense for how you spend your time (ex. Classes, homework, job(s), sleep, meals, TV/social media, etc.) and consider using color-coding to create a visual representation of your week!

	Categories
	
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun

	· ______________
	12:00 AM
	
	
	
	
	
	
	

	
	1:00 AM
	
	
	
	
	
	
	

	· ______________
	2:00 AM
	
	
	
	
	
	
	

	
	3:00 AM
	
	
	
	
	
	
	

	· ______________
	4:00 AM
	
	
	
	
	
	
	

	
	5:00 AM
	
	
	
	
	
	
	

	· ______________
	6:00 AM
	
	
	
	
	
	
	

	
	7:00 AM
	
	
	
	
	
	
	

	· ______________
	8:00 AM
	
	
	
	
	
	
	

	
	9:00 AM
	
	
	
	
	
	
	

	· ______________
	10:00 AM
	
	
	
	
	
	
	

	
	11:00 AM
	
	
	
	
	
	
	

	· ______________
	12:00 PM
	
	
	
	
	
	
	

	
	1:00 PM
	
	
	
	
	
	
	

	· ______________
	2:00 PM
	
	
	
	
	
	
	

	
	3:00 PM
	
	
	
	
	
	
	

	· ______________
	4:00 PM
	
	
	
	
	
	
	

	Identify steps needed to solve problems in text book.  
	5:00 PM
	
	
	
	
	
	
	

	· ______________
	6:00 PM
	
	
	
	
	
	
	

	Make up test questions from texts, class notes and other sources. What would you put on the exam if you were the instructor? 
	7:00 PM
	
	
	
	
	
	
	

	· ______________
	8:00 PM
	
	
	
	
	
	
	

	Fill out existing study guide or create your own study guide. 
	9:00 PM
	
	
	
	
	
	
	

	
	10:00 PM
	
	
	
	
	
	
	

	Make flashcards for key concepts, names, formulas, dates, etc.  
	11:00 PM
	
	
	
	
	
	
	





Weekly Reflection: 
1. Calculate how much time you spent in each category:
	 








2. Does this represent a typical week? Why or why not?
	 





3. What patterns stand out or seem surprising to you? 
	 




 


4. In what ways does your time audit align with your goals?
In what ways does it not align?
	 







5. What adjustments to your time usage would you like to make for next week to be more aligned with your goals?
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