Project: Time Audit
I work best with a routine. I have a morning and an
evening schedule to make sure I have time for
fitness, yoga, meditation, and getting to work or bed
on time.
I noticed my morning schedule wasn’t really
working, though – I was often 10-15 minutes late
on my own schedule. So to figure out where those
lost minutes were piling up, I decided to do a time
audit.

A time audit is like creating a monetary budget – you have your “ideal”
schedule/budget, but it may not align quite with reality. Doing this audit
helped me match up my ideal schedule with a more practical, actual schedule.
Try doing your own time audit! Kick those time-leeches out of your schedule
and make space for something fulfilling!
It’s very easy to do! And even if you aren’t a routine-type person, I encourage you to
do this exercise so you can see where your time is going so you can “cut the fat” and
free up time for your goals.
Step 1 – Pick a “typical” week to do your audit. My schedule is really just for Monday
to Friday, so I picked a week where I didn’t have any commitments after work or any
medical appointments in the morning.
Step 2 – Create a template to keep track of your time. This can be as simple as a
blank notebook page for each day of the week, or you could make a spreadsheet to
help you quickly calculate how much time a task took. For instance, Column A is
start time (7:04 am), Column B is end time (7:12 am), Column C is a subtraction
formula (=B1-A1, 0:08), and Column D is the name of the activity (Eat breakfast).

[I have a sample template for you on the next page.]

Step 3 – Conduct your audit. Each day for one week, carry a notepad/piece of paper,
a pen or pencil, and a watch or use the clock on your cellphone. If you have a
routine, you can pre-print your activities and just write down the start/end time. If
you don’t have a routine, mark down what you did as well. If you’re using a
spreadsheet, type in your data the following day.
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Step 4 – Evaluate your data. After your week is up, look at the tasks you did and how
much time they took. If you’re using a spreadsheet, you can quickly average the time
for tasks you repeat each day. Highlight things that took away your time from more
important tasks (e.g. checking Facebook when I should have been doing yoga).
Step 5 – Make a plan. Most of my time distractions in the morning were computer
things that could wait until later. For instance, a friend would comment on my
Facebook after I went to bed; it wasn’t important enough to check instead of doing
my yoga, but sometimes my curiosity got the better of me and I looked anyway, and
then I would spend 10 minutes looking on Facebook without noticing it when I just
went to look at one comment! So my new plan is to not look at Facebook, or
anything except email, until later in the morning when I can take a break at work.
Step 6 – Consider doing another time audit in six months. I think this is a useful
exercise, because it gives you an opportunity to recommit to the things you want to
cultivate in your life. I want to cultivate a writing practice, a meditation practice, a
yoga practice, and a fitness practice. These things are important to me, so I want to
carve out dedicated time in my schedule and stick to it. I do not want to cultivate a
Facebook practice.
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It’s all about priorities. Unfortunately, there are only so many hours in a day. You
can spend those hours mindlessly, like watching Friends reruns on TBS, or you can
use your time wisely on things that are important to you. Some days, yes, you need
some time to veg and watch Friends reruns; but make that a mindful choice on
occasion, not your default. Life is too short – no one ever said on their deathbed “I
wish I had watched more Friends reruns!”
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Want more great information like this ebook?

Check out Exploring Your Depths!

Cathy Carpenter * Exploring Your Depths, LLC
Certified ARTbundance Coach and Practitioner
Tarot Reader and Teacher
Visit ExploringYourDepths.com for:
* Blog posts, published twice per week
* Weekly newsletter sign-up
* Upcoming events and e-classes
* Free downloads on topics related to coaching and selfdevelopment
* For-purchase workbooks, like “The Art of Self-Examination”

Creativity and Life Coaching
I have four coaching options including a free session:

Free

Free "Depth-Charge" Session, 30-45 minutes:
Set a Depth-Charge to shake things up!
If you are overwhelmed with the change(s) you
want to make in your life and aren't sure where to begin

Paid sessions range from $125-495 and focus on Work-Art balance, creative abundance and
vitality, and accountability to make your creative dreams real!
See the Coaching page on Cathy’s website for more information.

Tarot Reading and Classes
Are you confused, frustrated, and seeking answers? Have you over-thought an issue so much that
you can't stand to think about it, but you still need to find a solution? Are you looking for outside
help, a fresh pair of eyes, to help you work through your issue?
Let's ask my cards to help you with your issue! Book a reading today. Prices range $25 to $55.
Cathy also teaches a tele-class series, “Find Yourself in the Cards”, based on the tarot archetypes of
the major arcana. See her site for more information.
* Fooling Around * Magician Ignition * High Priestess Secrets * Empress Yourself * Emperor Treasure *
* Hierophant for Hire * Lovers Lane * Chariot of Fire * Strength Training * Hermit Haven *
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