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WEEK OF: ___________________________

MY BIG BUCKETS FOR THIS WEEK ARE:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Time Management Tool
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On the following page is a tool that I created and have found very useful in managing my time when I have a lot going on (i.e. several projects at one time).  When I am working on several projects at once, it can tend to be overwhelming.  What I have found is that when I break up these projects into smaller chunks, it’s not so overwhelming, and thus easier to accomplish my projects.  





The best part is how simple, yet effective, a tool like this can be to managing your time and juggling multiple projects.





Here’s what I do:





Note that this is a weekly time management tool.  It can be updated daily if you store it in word/soft copy.  If you like to cross things off your list, this is a great way to keep track, but also to keep record in your computer, and not by piling up paper.  





Up at the very top, I list out the top big buckets that I need to work on. These are the major categories of projects I’m working on.





In each box, I put one of the big buckets.  This acts as the “heading”. Then under each heading, I list out the tasks for the big bucket.  I continue on each big bucket until I am done with the big buckets.  Sometimes not all of the boxes are filled up, and other times I need to add another page. Always check to make sure you are using a big bucket for your heading for the boxes. 





Once you find you are down to one or two items for each bucket, you can go back to your typical “to do” list. 











Please note:  I am leaving this as a word document so you can customize it to your needs.








COMMENTS/NOTES:


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________










