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Time Management Grid 

The first step in improving your time management is knowing what you are currently spending time on. Fill out 

this grid each day for a week. It’s amazingly helpful to have this data, and it will help you figure out where to 

tweak and improve your world!  

Print out this chart, either on one page (back to back) or on two pages. Start by putting today’s date at the top 

of both pages. Label the four right columns with your four main categories of time spent. If you want more 

category boxes, it’s easy to draw in more lines – but try to keep the categories to a few main groups for now. 

The aim is to see overall patterns in your time, so you can tweak and tune your time efforts and focus them 

towards your priorities in life!   

Start at whatever time you wake up and just ‘wrap around’ into the morning hours if you work past midnight. 

For each fifteen minute segment that you are awake, make a brief note on what you spend that time on once 

the fifteen minutes are up. Leave the categorization work for later, to do that all at once. That way you can see 

the day’s trends and tweak your categories if necessary. 

To know when your fifteen minutes are up, there are a variety of options:  

 an actual timer on their desk 

 a watch which beeps every fifteen minutes 

 a smartphone app that chimes every fifteen minutes 

 a desktop application that beeps. 

Please let me know if you have any suggestions or comments on this chart! I made this for my own use and 

felt others might find it useful as well.  

This chart is located at http://www.lisashea.com/cleaning/organizing/timemanagement/ 
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Time Start Tasks     

Midnight      

0:15 am      

0:30 am      

0:45 am      

1:00 am      

1:15 am      

1:30 am      

1:45 am      

2:00 am      

2:15 am      

2:30 am      

2:45 am      

3:00 am      

3:15 am      

3:30 am      

3:45 am      

4:00 am      

4:15 am      

4:30 am      

4:45 am      

5:00 am      

5:15 am      

5:30 am      

5:45 am      

6:00 am      

6:15 am      

6:30 am      

6:45 am      

7:00 am      

7:15 am      

7:30 am      

7:45 am      

8:00 am      

8:15 am      

8:30 am      

8:45 am      

9:00 am      

9:15 am      

9:30 am      

9:45 am      

10:00 am      

10:15 am      

10:30 am      

10:45 am      

11:00 am      

11:15 am      

11:30 am      

11:45 am      
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Time Start Tasks     

NOON      

0:15 pm      

0:30 pm      

0:45 pm      

1:00 pm      

1:15 pm      

1:30 pm      

1:45 pm      

2:00 pm      

2:15 pm      

2:30 pm      

2:45 pm      

3:00 pm      

3:15 pm      

3:30 pm      

3:45 pm      

4:00 pm      

4:15 pm      

4:30 pm      

4:45 pm      

5:00 pm      

5:15 pm      

5:30 pm      

5:45 pm      

6:00 pm      

6:15 pm      

6:30 pm      

6:45 pm      

7:00 pm      

7:15 pm      

7:30 pm      

7:45 pm      

8:00 pm      

8:15 pm      

8:30 pm      

8:45 pm      

9:00 pm      

9:15 pm      

9:30 pm      

9:45 pm      

10:00 pm      

10:15 pm      

10:30 pm      

10:45 pm      

11:00 pm      

11:15 pm      

11:30 pm      

11:45 pm      

 


