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Personal Productivity Cycle
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Time Productivity Analysis
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Time Productivity Analysis Example
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Time Productivity Analysis Results
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Category Scheduling Pricing
On the 

Job
Project 

Management Invoicing
Business 

Improvement
Team 

Management
Back 

Costing Travel
Site Visits for 

Quoting Breaks
Quote Follow 

Up Total

Date 
2-Sep 30 150 130 50 75 0 75 70 35 0 30 0 645

3-Sep 30 150 130 50 75 0 75 70 35 0 30 0 645

4-Sep 30 0 280 50 0 75 75 0 35 70 30 0 645

5-Sep 30 0 280 125 0 0 75 0 35 0 30 70 645

6-Sep 30 15 0 130 60 0 130 0 75 175 30 0 645

Average 
Minutes 30 63 164 81 42 15 86 28 43 49 30 14 645

Average Hours 0.50 1.05 2.73 1.35 0.70 0.25 1.43 0.47 0.72 0.82 0.50 0.23 10.75

% per category 5% 10% 25% 13% 7% 2% 13% 4% 7% 8% 5% 2% 100%

Step 1: Add results from Time Productivity Analysis.  Enter date in column A.  Enter task categories in row 3.  Enter the time in minutes

Step 2: Pie Chart Showing Results
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The Skill – Interest Matrix
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The Skill – Interest Matrix

13



Notes



15



Default Diary Example
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