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Time is a resource just like money, however, it is scarcer.  

Think about the past month. For each of the time pressures listed below, indicate how much 
each has been a source of distress to you. 

Score each statement below based on the frequency each apply to you, using the following 
Scale: 1= Always; 2= Often; 3= Sometimes; 4= Rarely; 5= Never. Use the check boxes  to  
select the options. 

 1 2 3 4 5 

I feel overwhelmed by too  many tasks & responsibilities– joggling priorities      

I am very busy and impatient.      

The closer the deadlines the harder I work.      

I have to cope with too many organizational or job task changes      

I am drowning in an overload of information from mail, faxes, Email and the Internet      

I feel pressured by too many demands from clients/boss      

I dislike turning over responsibility to others      

I find it difficult to stay agile, flexible, and resilient and focus on what is important      

Worry robs me of time and energy      

I have difficulty making decisions affecting my work and the work of associates      

I am frequently late for appointments or meetings      

My “B” and “C” priorities take so much time that I rarely get to the “A’s”      

I put things off until it’s too late, or no longer matters      

I look at projects as whole, rather than breaking them up into smaller units      

I am sleep deprived and do not feel rested  in the morning      

I feel that my work does not reflect my vision, mission and  values      

My behavior is incongruent with what I truly believe.      

Planning my day, every day is difficult for me      

I am unable to establish a clear direction & develop personal & career goals      

I find it difficult to create a health, work  and life balance      



 

 3 © ThriveVance LLC                                                                                                                                                                                            3                   

Add up your scores from the assessment, and match the totals to the following: 

1  to 30 

You are doing a great job managing your time and 
life. Congratulations! 

Training may help you achieve higher levels of per-

formance. 

 

31 to 50 

You are managing yourself and time to a consider-

able extent. There is still room for improvement. 

You will benefit from some training. Consider 

coaching to help you further develop your self-

management skills and learn new strategies.  

51 to 100 Things may be spinning out of control. You need to 
change certain behaviors and learn new skills. 
Strongly consider coaching  

NOTES 
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Considering the areas where you selected ‘Always’, ‘Often’, or  ‘Sometimes’ in the above 

assessment; what is the one thing you’re going to do to improve them? 

 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 

 

There will never be time to do everything… 

But there is always enough time to do the 

most important thing 
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List your personal, professional, financial, health & fitness goales. If you have already com-

pleted the Goal Setting program, then you can just copy your most important goals over to 

this page, if you like. Make sure the goals you list below are SMART goals. 

 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 

Now prioritize the above goals by assigning 

them numbers. Where 1 would be the first 

goal you would like to focus on 



 

 6 © ThriveVance LLC                                                                                                                                                                                            6                   

List all the tasks that need to be completed to achieve your goal. Then prioritize them.  

 

 

 

 

Status: 
S= Started 
I = In-process 
P= Pending 
C= Completed 
O= On-hold 

Priorities: 
A = MUST (Consequences) 
B = SHOULD 
C = LIKE TO (If time allowed) 
D = DELEGATE 
E = DON’T DO IT! 

TASK PRIORITY STATUS 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 

__________________________________________________________________________ _____________ _______________ 
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Reflect and identify which time wasters are challenges you need to overcome 

 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

What are you going to do about them? 

 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 
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Based on the scores from the assessment, and what you’ve learned, list what action/s you 

are going to take immediately to improve managing your time. 

 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 

 

“If it's your job to eat a frog, it's best to do it first thing in the 

morning. And If it's your job to eat two frogs, it's best to eat the 

biggest one first” 

Mark Twain 
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 ACTION COMPLETION DATE 

1   

2   

3   

4   

5   

6   

7   

8   

9   

10   

11   

12   

13   

14   

ACTION PLAN DATE: _____________________________ 

Goal Setting 
 

“Whatever the mind can conceive 

and believe it can achieve”  

Napoleon Hill 


	untitled1: Off
	untitled2: Off
	untitled3: Off
	untitled4: Off
	untitled5: Off
	untitled6: Off
	untitled7: Off
	untitled8: Off
	untitled9: Off
	untitled10: Off
	untitled11: Off
	untitled12: Off
	untitled13: Off
	untitled14: Off
	untitled15: Off
	untitled16: Off
	untitled17: Off
	untitled18: Off
	untitled19: Off
	untitled20: Off
	untitled21: Off
	untitled22: Off
	untitled23: Off
	untitled24: Off
	untitled25: Off
	untitled26: Off
	untitled27: Off
	untitled28: Off
	untitled29: Off
	untitled30: Off
	untitled31: Off
	untitled32: Off
	untitled33: Off
	untitled34: Off
	untitled35: Off
	untitled36: Off
	untitled37: Off
	untitled38: Off
	untitled39: Off
	untitled40: Off
	untitled41: Off
	untitled42: Off
	untitled43: Off
	untitled44: Off
	untitled45: Off
	untitled46: Off
	untitled47: Off
	untitled48: Off
	untitled49: Off
	untitled50: Off
	untitled51: Off
	untitled52: Off
	untitled53: Off
	untitled54: Off
	untitled55: Off
	untitled56: Off
	untitled57: Off
	untitled58: Off
	untitled59: Off
	untitled60: Off
	untitled61: Off
	untitled62: Off
	untitled63: Off
	untitled64: Off
	untitled65: Off
	untitled66: Off
	untitled67: Off
	untitled68: Off
	untitled69: Off
	untitled70: Off
	untitled71: Off
	untitled72: Off
	untitled73: Off
	untitled74: Off
	untitled75: Off
	untitled76: Off
	untitled77: Off
	untitled78: Off
	untitled79: Off
	untitled80: Off
	untitled81: Off
	untitled82: Off
	untitled83: Off
	untitled84: Off
	untitled85: Off
	untitled86: Off
	untitled87: Off
	untitled88: Off
	untitled89: Off
	untitled90: Off
	untitled91: Off
	untitled92: Off
	untitled93: Off
	untitled94: Off
	untitled95: Off
	untitled96: Off
	untitled97: Off
	untitled98: Off
	untitled99: Off
	untitled100: Off
	untitled101: 
	untitled102: 
	untitled103: 
	untitled104: 
	untitled105: 
	untitled106: 
	untitled107: 
	untitled108: 
	untitled109: 
	untitled110: 
	untitled111: 
	untitled112: 
	untitled113: 
	untitled114: 
	untitled115: 
	untitled116: 
	untitled117: 
	untitled118: 
	untitled119: 
	untitled120: 
	untitled121: 
	untitled122: 
	untitled123: 
	untitled124: 
	untitled125: 
	untitled126: 
	untitled127: 
	untitled128: 
	untitled129: 
	untitled130: 
	untitled131: 
	untitled132: 
	untitled133: 
	untitled134: 
	untitled135: 
	untitled136: 
	untitled137: 
	untitled138: 
	untitled139: 
	untitled140: 
	untitled141: 
	untitled142: 
	untitled143: 
	untitled144: 
	untitled145: 
	untitled146: 
	untitled147: 
	untitled148: 
	untitled149: 
	untitled150: 
	untitled151: 
	untitled152: 
	untitled153: 
	untitled154: 
	untitled155: 
	untitled156: 
	untitled157: 
	untitled158: 
	untitled159: 
	untitled160: 
	untitled161: 
	untitled162: 
	untitled163: 
	untitled164: 
	untitled165: 
	untitled166: 
	untitled167: 
	untitled168: 
	untitled169: 
	untitled170: 
	untitled171: 
	untitled172: 
	untitled173: 
	untitled174: 
	untitled175: 
	untitled176: 
	untitled177: 
	untitled178: 
	untitled179: 
	untitled180: 
	untitled181: 
	untitled182: 
	untitled183: 
	untitled184: 
	untitled185: 
	untitled186: 
	untitled187: 
	untitled188: 
	untitled189: 
	untitled190: 
	untitled191: 
	untitled192: 
	untitled193: 
	untitled194: 
	untitled195: 
	untitled196: 
	untitled197: 
	untitled198: 
	untitled199: 
	untitled200: 
	untitled201: 
	untitled202: 
	untitled203: 
	untitled204: 
	untitled205: 
	untitled206: 
	untitled207: 
	untitled208: 
	untitled209: 
	untitled210: 
	untitled211: 
	untitled214: 
	untitled215: 
	untitled216: 
	untitled217: 
	untitled218: 
	untitled219: 
	untitled220: 
	untitled221: 
	untitled222: 
	untitled223: 
	untitled224: 
	untitled225: 
	untitled226: 
	untitled227: 
	untitled228: 
	untitled229: 
	untitled230: 
	untitled231: 
	untitled232: 
	untitled233: 
	untitled234: 
	untitled235: 
	untitled236: 
	untitled237: 
	untitled238: 
	untitled239: 
	untitled240: 
	untitled241: 
	untitled242: 
	untitled243: 
	untitled244: 
	untitled245: 
	untitled246: 
	untitled247: 
	untitled248: 
	untitled249: 
	untitled250: 
	untitled251: 
	untitled252: 
	untitled253: 
	untitled254: 
	untitled255: 
	untitled256: 
	untitled257: 
	untitled258: 


