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“I’m always trying
to juggle work and
family, and never
really switch off.”

How often do you say "I'm too busy"?

We all have times in our life when we feel starved for time. With busy family lives, pressure from
work or running a business and the ability to be online 24-7, life can get so hectic that we can
hardly breathe. 

But what if you actually have more time than you think? What if you could sleep eight hours a
night, exercise once or twice a week or learn a new skill without sacrificing work, family time or
any other activity that is important to you?

Well you can, and this workbook shows you how. 

In this workbook I share the time tracker tool for you
to analyse how you currently use your time and create yourself
a new weekly schedule.
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“Work is taking
over. I don’t have

time for me or
my hobbies.”

You have more time than you think

If you stop and look at how you really use the hours in your week you’ll find that, with a bit of re-
jigging and prioritising, you can dedicate more time to the things that you need and want to do to
really thrive.

I use this tool with most of my clients because at some stage they say that they don’t have enough
time to do business planning, or that they don't have the time to do a course for their career, or
simply don't have the right work life balance.

The time tracker may look simple on the surface. But if you
complete it with brutal honesty about how you use (and waste)
your time and are focused on what things are most important
in your life and work, then it can be truly transformational.
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Group chunks of the same activity together or expand the daytime sections to half hour slots for,
regular shorter tasks. Use colour codes for related activities to give you a visual snapshot of how
you spend your time. 

Time tracker

Create a time tracker like this
in Word, Excel or on a piece of
paper. Or print the one on the
next page.

Over the course of a week fill
in how you are actually using
your time. Be honest about
how you spend your time and
be specific.

Fit the tracker to your needs.
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Time tracker - print this page to get started
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What activities you are spending a lot of time doing?

How does this feel to you? 

What do you like most about your schedule?

What are the things that you always moan about not having time for? 

Where you waste time? 

Do you watch too much TV or spend too much time on Facebook? 

Where do you have random or regular pockets of stagnant time like commuting or queuing?

What are your MIT's (most important things to do)?

What are you not doing enough of?

What would you like to change? 

“I get distracted
by things that I

didn’t plan or by
social media.”

How do you use your time?
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Now take a blank version of the time tracker and design your week afresh. Here are 8 tips to get
you started: 

“I didn't appreciate
before how it really

was up to me to
make time.”

Redesign your week

3  Schedule in your MITs - these could be making time for
business development, time to exercise, an evening class,
family time or a date night - and give them the space they
deserve. If you prioritise them in your week, you'll be winning.

1  Think about every hour of your week as a choice. It's your life and you're in control.

2  Block out the sleep that you actually need, as well as things with set times like your office hours
(if they are not flexible), your commute and picking the kids up from school. 

4  Get organised - use your calendar and to do lists to stay
focused on your MITs.
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5  If you're feeling overwhelmed by all the domestic chores or business admin in your week then
consider whether you can delegate any tasks such as dividing chores differently within your
family, getting a cleaner or outsourcing admin, bookkeeping or social media if you work for
yourself. 

“It great having
some structure. I

feel much more on
top of things.”

Redesign your week

6  'Kill the time killers' and turn off the TV, log off Pinterest and put down your iPhone, and use
the time for the things that will make a real difference to your life. 

8  And finally, remember to leave some time open to fit in the
things that come up in the week, for spontaneous ideas or simply
grabbing an early night.

7  Use your 'stagnant' time on the train, when waiting at the doctors or in between meetings to get
10 minute tasks done and get some actions ticked off your list!
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I hope that this workbook and the time tracker have helped you make some positive changes to
your week and to your life.

If you struggled to complete it, you could benefit from impartial input and support to work out
your priorities. Get in touch to find out how my coaching can help you get clarity, confidence and
direction for your business or career.

Check out my website for details about my Small Business Coaching and Career Change Coaching.

“I now have clarity
on how to take my
work life forwards

in a more
organised way.”

Need more help redesigning your life?

www.lucystanyerlifecoach.com/free-coaching-discovery-session

facebook.com/lucystanyerlifecoach

Book your discovery call today

I offer a free 45 min discovery call to answer any questions that
you have about coaching and to see if you like my approach.  
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