
Priority/Time Management 
168 Hours Every Week 

On the table below, determine on average how much time you spend with each activity below in 
one week. For example, if you sleep an average of 7 hours per night, multiply by 7 days. If the 
activity does not apply to you write “0.” Fill in hours for all activities on this list. 
Note: some activities might fall in multiple categories. Be sure not to double count time spent if there is an overlap. 
 

 ACTIVITY HOURS 
1 sleeping  
2 eating  
3 school  
 ____ lab time/discussion time _________  
 ____ outside of class study time _________  
 ____ research/library time _________  
 ____ homework _________  
 ____ extra/co-curricular school activities _________  
4 family (e.g., visiting, phoning, e-mailing, chatting, texting)  
5 friends (e.g., visiting, phoning, e-mailing, chatting, texting)  
6 significant other (e.g., visiting, phoning, e-mailing, chatting, texting)  
7 religion/spiritual practices  
8 work (outside job)  
9 transportation  
 ____ round trip to work/home _________  
 ____ round trip to school/home _________  
 ____ round trip from work/school _________  
 ____ one way trip to work _________  
 ____ one way trip to home _________  
 ____ one way trip to school _________  
10 volunteer activities  
11 watching television/movies/videos  
12 playing computer/video games  
13 social medial (e.g., Facebook, Twitter, YouTube, and others)  
14 surfing the web  
15 engaging in an organized sport (e.g., football, track)  
16 engaging in an intramural team sport  
17 other leisure activities  
18 personal care (dressing, bathing, grooming etc.)  
19 laundry  
20 cleaning  
21 shopping  
22 other chores   
22 paying bills and other financial tasks  
23. other activities:  
 ____ _________________________________________ _________  
 ____ _________________________________________ _________  
 ____ _________________________________________ _________  
   
 Total Number of Hours For One Week  



Analysis of Priority/Time Management 
168 Hours Every Week 

 
 
______ Total Number of Hours for Activities For One Week 
 
If your total is GREATER than 168: You are doing too much and are spreading yourself thin. 
 
If your total is EQUAL to 168: You are coping and just getting by with all you are doing. 
 
If you have TIME LEFT: You are living with a margin of time that can be held in reserve for 

   contingencies, unanticipated situations, or other circumstances to  
be determined by you 

The last task of Priority/Time Management Survey #1 was to total the number of hours you 
think you spend weekly in pursuing activities. Remember that the number of hours in a week is 
constant – 168 hours. If your total is more than 168 hours, you and Superman have much in 
common. On the other hand, you may have made a math error. More realistically, if your total is 
over 168 hours, you may be feeling overwhelmed and you have very little time for yourself. 
Guess what! You would profit from reviewing priority and time management skills. 

If your total was a bit less than 168 hours and you still believe there are not enough hours in the 
day, you may not be managing your time well. Sometimes the problem is procrastination; 
sometimes it is prioritization. Often it is the inability to say NO to others and to subsequent tasks. 
You also would learn much from reviewing time management skills. 

 


