TIME RECORD CHECKLIST
	People I see often (employees, peers, superiors, others)
	How I waste
their time
(things I do

or don’t do)
	How they waste
my time
(things they do

or don’t do)
	Possible Solutions (ideas for

immediate action)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


