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As business owners, we're usually
pulled in multiple directions at
once. When we tend to the most
urgent and noticeable task on the
to-do list, other items get...
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Four Ways to Best Use Your Time

By Pi Luna & Drew Tulchin

As the song goes, “Time keeps on slipping, slipping, slipping...into the
future.” A phone call here and a half hour there - before you know it, the
day is done. Tracking your time is a solid step to look at what's really
happening. Once you see it, and record trends, then it's easier to fix.

Therefore, we recommend tracking your time, even if you are an owner or
salaried employee and not required to do so.

Here are four benefits of tracking your time

1. Increase Awareness. The act of tracking your time can be a wake up call.
What if you found out you spent two hours a day answering emails instead
of working on an important project? Documenting your time enables you to
look at your days.

2. Prioritize Your To-Do List. Not all tasks are created equal. Yet, much of our
time gets spent on unimportant tasks because they are in front of us,
instead of tasks that build towards longer-term goals. When you step back
and take a look at your day, you can adjust your priorities and dedicate time
to the most important items on your list.

3. Delegate More Effectively. When you see where your time goes, you can
look at those tasks worth doing yourself and what might be delegated.
Tracking your time gives you the clarity to identify what to delegate.

4. Make Better Financial Decisions. “Time is money.” When you track your
time, you'll get a more accurate sense of how long projects take. You'll be
able to quote more accurate estimates, improve your pricing strategy, and
set realistic goals.

Time Tracking Template

Here's a template in Google Sheets to help you track your time throughout
the day. You can enter your tasks on the left-hand side and the totals
automatically calculate on the right. Here's a screenshot of the example.
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Download Free Template

Once you track your tasks for a week, you can look at the totals and ask yourself:
* Where do | spend too much time?

* Where do | need to spend more time?

* What tasks can be calculated?

* Are there tasks missing that should be included?
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