
EFFICIENCY time tracker

When it comes to building systems and processes, efficiency is key. Time is a 
limited asset, so you want your time to be as affective and productive as possible. 
Also, in business every hour is connected to revenue so you want to ensure you are 
eliminating unproductive tasks. Getting back some of your time and money – 
Doesn’t that sound delightful?!

BUILDING SYSTEMS & PROCESSES

As you redefine your workflows and operations, your first step can be to track 
how you spend your time. It may feel like you have a good grasp on this, but 
many business owners and employees are surprised by the amount of time it takes 
to complete a task, or how many tasks they actually get done (or don’t). So use this 
Efficiency Time Tracker as a good starting point for creating more efficient 
systems and processes.

Begin by filling out your major goals for the day. 

Then narrow that down to the top 3 highest priorities.

As you go through your day, write down each activity/task, the time 
you expect to need, how much time it actually took, any key notes 
you want to remember about the task, and determine if this was a 
planned task or a side-track.

At the end of the day take a look at your results. Did you achieve your 
priorities and goals? Did you stay on track with your time? Use the 

“take-away” section to summarize.
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EFFICIENCY time tracker

KEY TAKE-AWAYS:

Goals Priorities

DATE ACTIVITY START FINISH TOTAL TIME PLANNED?
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