TIME MANAGEMENT EXERCISE
Current time commitments
Begin by determining the total number of hours per week you spend on each of the activities listed below. Note that “maintenance
activities” span all roles and include anything that is necessary to your life but doesn’t exactly add value (e.g., paying bills, house/car
maintenance). As you fill out the list, consider all of the time you spend on each activity. For example, the category “work/career”
should include the time you spend commuting to and from work and all work activities including office visits, hospital rounds, consultations, phone calls, paperwork, doing committee work, reading medical literature, doing research, teaching students, etc.
How many hours do you currently spend per week doing the following:
_______ Sleep

_______ Maintenance

_______ Personal activities

_______ Couple activities

_______ Family activities

_______ Friends activities

_______ Work/career activities

_______ Community activities

Make sure you account for 168 hours.
Next, determine the percentage of time you spend per week on each activity by dividing the number of hours you assigned to each
category by 168. Then divide the “Current commitments” circle below into pieces that correspond in size with the percentages. This
will give you a clearer picture of how you are currently allocating your time. Are you satisfied with what you see in the pie chart? Is it
consistent with your inner values?

CURRENT COMMITMENTS
Reallocating your time
Now revisit the list of activities above, this time thinking about the way you’d like to redistribute
your time over the next six months to two years. Once you’ve determined the new percentages, use
the circle below labeled “Future commitments” to create a second pie chart reflecting the changes
you’d like to make.
Remember, there are only 168 hours in a week, so if you need more time for one activity, you’re
going to have to borrow it from another. Think creatively.

FUTURE COMMITMENTS
First steps
Effective time management must be approached diligently with an honest appraisal of your personal values and priorities. It also requires a deep commitment to specific change and support from
friends, a spouse and/or mentors to keep you on track.
Now that you’ve completed this exercise, select one area of your life (personal, couple, family,
friends, work or community) where you feel you’re ready to make a change. Identify an action you
can take within the next seven days to move you toward that change (e.g., “I will walk briskly for two
miles three times a week before work, starting tomorrow.”), decide where you will get the time to
make it possible, and share it with someone who will hold you accountable. Ask them to check your
progress in a week or two. If you’re successful after a few weeks, choose another area and another
action. Keep building more changes into your life slowly and reassess your progress every few
months. Good luck!

FPM Toolbox To find more practice resources, visit https://www.aafp.org/fpm/toolbox.
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