Instructions:

1. Take a typical work week filled with typical activities, and using the first chart on the top left of the following page, to enter your estimate for how many hours you spent doing things in each of the following categories:

· Vital and Urgent

· Vital but Not Urgent

· Not Vital and Urgent

· Not Vital and Not Urgent

2. Using the 2nd form, enter how many hours you think you should be spending in each of the four categories 

3. Using the 3rd chart, enter actual upcoming activities into the appropriate quadrant of the chart (the use of an actual control chart in each quadrant is optional and is included for illustrative purposes only).
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Project Control Sheet Example:
