KOUNNIS ACADEMY

Professional & Personal Development

Productivity Audit Worksheet

1. Where Did My Time Go?

Write your last 24 hours (be honest):

Activity Time Spent  Value (H/N/L)

No judgment. Just awareness.
2. Time Leaks Detector
What is draining your time?
Too many meetings

Constant interruptions

Social media / phone
Unclear priorities

Rework / mistakes

Other:

What surprised you the most?

3. Reflection



What did I do that had no real impact?

What should I have focused more on?

What will I stop doing immediately?

4. One Change Rule

The ONE thing I will change tomorrow:

5. My Ideal Workday

Deep Work:

Meetings:

Admin Tasks:

Breaks:

6. Commitment

[ commit to improving how [ use my time.

Name:

Date:



