Exercise 1: What’s Working
Complete the following statements with as many responses as you can think of.
No matter how busy I get, I always find time for... My family. 
My goals are well defined when it comes to... My 5 year plan. 
I’m pretty clear on how long it takes me to... Comlpete a work day. 
I never procrastinate about... Getting to bed on time. 

I am never late for... Work 
I have no problem exercising when... The morning time is best time for me to exercise because I am most rested and have the energy. 
I have no problem tackling difficult projects when... when I can picture the end goal and have a clear understanding of the project. 
I always build in transition time between... My commute to work and then home again. Also, on any breaks from both and school.
It’s easy for me to say no to... Stating late at work when I have to pick up our son, and my work projects are complete.  
Meeting deadlines is easiest for me when... I have a clear understanding of the task and have set specific time aside to get task competed. 
I am at my happiest when I am... At home in bed watching a movie with my family. 
The things that I delegate easily are... Jobs that I know others can and are capable of completing. 
Exercise 3: Your Time Management Preferences

Circle or highlight your preference in each of the following pairs.
	Working independently
	OR
	Working collaboratively

	Exercising alone
	OR
	Exercising with others

	Relaxing alone
	OR
	Relaxing with others

	Focusing on one thing
	OR
	Multitasking

	Plans and predictability
	OR
	Surprises and spontaneity

	Tight deadlines
	OR
	Long deadlines

	Working in silence
	OR
	Working with noise

	Working with my head
	OR
	Working with my hands


Exercise 4: Your Energy Cycles and Sources

Part 1: Complete the following statements.

Mornings are the best time for me to... Exercise

And the worst time for me to... Chat 

Afternoons are the best time for me to... Start wrapping up the day 

And the worst time for me to... Be in a great mood 

Evenings are the best time for me to... Take our son to practices and games etc. 
And the worst time for me to... Start on a project 
Late at night is the best time for me to... Clean our house 
And the worst time for me to... Start laundry
Part 2: Consider this statement: When my energy is flagging, I can usually recharge by....

Circle or highlight the answers that are true for you. 

	Changing activities
	Drinking a glass of water

	Exercising
	Taking a power nap

	Stretching
	Eating a high-energy snack

	Playing some music
	Taking a brief break

	Reviewing my goals
	Planning something fun

	Glancing at a photo of someone I love
	Calling a friend

	Other [Include any additional activities in the following space.]


Time Map Checklist

Adjust your Time Map until you can answer “yes” to all of the following statements:
· My Time Map reflects my big-picture goals.  YES
· My Time Map includes time for all categories on which I want to focus. YES
· I am able to concentrate on my chosen activity (e.g., during family time, I can concentrate on my family; during work time, I can concentrate on my work; and during school time, I can concentrate on school work).  NO
· I am doing my activities at the right times for me. No
· My schedule makes me feel balanced and energized. No (but I’m working on that.)
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