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DAILY

TIME LOG

Instructions for Use: Each day you will carry out a number of activities. On the Daily Time Log

shown below write down each activity that you are undertaking and how long it takes. Enter the

date, provide a brief description, enter the start and finish times and rank the task in priority.

HP — High Priarity Task (Tasks that must be completed today)
MP — Medium Priority Task (Tasks that need to be completed in 2-5 days)
LP — Low Priority Task (Tasks that can wait till next week)
DP - Delegate Priority (Tasks that can be delegated to someone else)
BP — Bin Priority {Tasks that should be binned or not done)
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Provided Courtesy of One-on-One Professional Business Training {www.NQTraining.com)

Please print this form as required.







