INCHY FOCUS TOOLS

Timeboxing Day Planner

Give each task a fixed block of time and write it in the left column. When a box ends, stop and
note where you are. At the end of the day, fill in what really happened. A week of these shows
how long your tasks actually take.

Date: Must happen today:

Time Planned box (task) What actually happened

9am.

10 a.m.

Mam.

12 p.m.

1p.m.

2 p.m.

3 p.m.

4 p.m.

5 p.m.

6 p.m.

7 p.m.

8 p.m.

9 p.m.

10 p.m.

Planned vs. actual. Which task ran longest over its box? By how much? Use that number next time you plan a

similar task.

People tend to underestimate their own task times, and thinking about how long similar past tasks took reduces the error: Buehler, R.,
Griffin, D., & Ross, M. (1994). Journal of Personality and Social Psychology, 67(3), 366—381.
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