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TAKE BACK 
YOUR TIME

A  T I M E  AU D I T  E X E RC I S E

TO R I E M AT H I S .C O M
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TIME AUDIT  MAKE THE MOST OUT OF YOUR TIME

A time audit is a powerful tool. Use it to take charge of your time.

Most people have no idea how they really spend their time. Days are spent mindlessly floating 
along, reacting here and there, and you’re never sure where the time has gone.

If your accomplishment list is short, or you’re always running out of time, a time audit will help 
you take charge of your run away time.

By recording what you do each half hour for one week you will learn exactly where your time is 
being spent, and being wasted. What you find may surprise you.

Now is the time to make a change. Take charge of your time and take charge of your life. You 
have the same 24/7 as everyone else. 

The only difference is how you CHOOSE to use it.

STEP ONE: Choose a regular week (not a vacation week or a week with a big special event) if you can.

STEP TWO: Print the chart and fill out each 1/2 hour space each day for one week. Be specific. (In-
stead of “email” say “answered client email”.)

STEP THREE: At the end of the week reveiw your results. What are you spending most of your time 
on? Do you see any time pitfalls? Are there places where you could be spending your time better? 
Are your priorites being pushed aside and not showing up where you want.  

TAKE CHARGE OF YOUR TIME.

the
POWER

is yours
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TIME Sunday Monday Tuesday Wednesday Thursday Friday Saturday

6:00 a.m.

6:30 a.m.

7:00 a.m.

7:30 a.m.

8:00 a.m.

8:30 a.m.

9:00 a.m.

9:30 a.m.

10:00 a.m.

10:30 a.m.

11:00 a.m.

11:30 a.m.

12:00 p.m.

12:30 p.m.

1:00 p.m.

1:30 p.m.
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TIME Sunday Monday Tuesday Wednesday Thursday Friday Saturday

2:00 p.m.

2:30 p.m.

3:00 p.m.

3:30 p.m.

4:00 p.m.

4:30 p.m.

5:00 p.m.

5:30 p.m.

6:00 p.m.

6:30 p.m.

7:00 p.m.

7:30 p.m.

8:00 p.m.

8:30 p.m.

9:00 p.m.

9:30 p.m.
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TIME Sunday Monday Tuesday Wednesday Thursday Friday Saturday

10:00 p.m.

10:30 p.m.

11:00 p.m.

11:30 p.m.

12:00 a.m.

12:30 a.m.

1:00 a.m.

1:30 a.m.

2:00 a.m.

2:30 a.m.

3:00 a.m.

3:30 a.m.

4:00 a.m.

4:30 a.m.

5:00 a.m.

5:30 a.m.



©TORIEMATHIS.COM                                                                                                     TOOLS to ROCKET YOUR BUSINESS & LIFE to NEW HEIGHTS

“Time is what we 
want most, but 
what we use worst.”

WILLIAM PENN
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ABOUT TIME  MAKE THE MOST OUT OF YOUR TIME

If don’t run your day your day will run you.

Schedule the “big stuff ” so you do not fl oat around aimlessly all day.

Figure out your priorities. What is important? What is non-negotiable? 
(Excercise, dinner with family, sleeping enough, reading to your kids)

You are the most important tool in your arsenal. Schedule time to 
maintain, sharpen and strengthen your body, mind and soul.

Reacting to life is not living. 
You have to decide what you want from life.

Make a plan, a to-list, a map. Know where you want to go. Do this daily, 
weekly, monthly, annually. If you don’t know where you want to go, you will 
never know if you get there.

Schedule it, write it down, tell someone else - make it real.

Be realistic with your time. Be realistic with what you are actually doing and 
what you are actually NOT doing. 

You have the same 168 hours a week as everyone else. 

Time is not the enemy. Time is not against you. 
Your time, your life is all about your choices. 

The choice is yours. 
The power is yours.

the
POWER

is yours




