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o What are my goals?  
o What are my priorities? 
o What are my main activities? 
o How much time do I allocate to each activity? 
o How do I record the time spent on activities? 
o How do record interruption times? 
o I need to keep my time data handy. 
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1. Wake-up time    2. Grooming times 
3. Meal times    4. Class times 
5. Study times    6. Job/Work times 
7. Travel times    8. Recreation times 
9. Social/religious times   10. Bed time 
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noted that 80 percent of reward comes from 20 percent of effort. In prioritization, it is necessary to isolate 
and identify that valuable 20 percent. Always include some “slack” time into your time schedule so as to 

handle interruptions.����
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1. Bed time per night� GGGGG��H�I�J�GGGGG�
2. Grooming hours per day� GGGGG��H�I�J�GGGGG�
3. Time for meals/snacks per day - include preparation time� GGGGG��H�I�JGGGGGG�
4. Total travel time per day in weekdays� GGGGG��H�A�J�GGGGG�
5. Total travel time weekends� �
6. Time for social and religious activities (clubs, church, hang-outs, dates, etc.)� �
7. Time per day for chores, errands, extra grooming, etc.� GGGGG��H�I�J�GGGGG�
8. Work hours per week� �
9. Class/Lab. hours per week� �
10. Time for miscellaneous activities (Recreation, etc). Be honest!� �

Total weekly activities time� �
Available weekly study time� 'F=��#��������J��
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