Time Schedule Breakdown

Here is a breakdown of the different types of activities to be scheduled into your diary timetable over the week. 

Activities

Type No 1.  These activities are a high priority and need specific times to be undertaken during work hours.   

For instance -  your turn at serving customers, returning telephone calls from customers, ordering stuff, suppliers, dealing with your team and times to be available to them, and times when you are NOT available – so that you get work done uninterrupted.

Type No 2

Other personal activities that need to be undertaken during work hours.
For Instance, personal banking, booking hair cuts, sometimes personal phone calls – you will notice that the amount of activities in this area are fairly limited so consequently do not allot lots of time into this into your diary – maybe ½ hr to an hour  and consider doing these during your lunch hour.  Lunch hours, Morning tea, afternoon tea

Type No 3

Activities that are important to be done that are flexible times during work times.  For instance checking irrigation, weeding, moving plants, visiting clients for landscape designs 

Type No 4 

Activities are work activities that can be done outside of work hours.  For instance working ‘on’ your business, reviewing the key performance indicators KPI’s finishing off landscape designs, paying accounts by cheque or direct debit, marketing. 

Type No 5

Personal activities outside of work hours.  

Eg.  Socializing, relaxing, sleeping, eating, reading, family time, physical activities,  
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	Legend
	Type 1 Activities Most important work hours 
	Type 2 Activities Personal Activities Work Hrs
	Type 3 Activities Important  Flexible in wking Hrs
	Type 4 Work activities outside Work Hrs
	Type 5 Personal Activities outside Wk Hrs
	
	

	Times
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	5.00am
	 
	 
	 
	 
	 
	 
	 

	6.00am
	 
	Travel
	Travel
	Travel
	 
	 
	Personal 

	7.00pm
	Travel
	Travel
	Travel
	Travel
	 
	 
	Time

	8.00am
	 
	 
	 
	 
	 
	Course
	All Day

	9.00am
	 
	 
	 
	 
	 
	Development
	 

	10.00am
	 
	 
	 
	 
	 
	 
	 

	11.00am
	 
	 
	 
	 
	 
	 
	 

	Noon
	 
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch
	 

	1.00pm
	Travel
	 
	 
	 
	 
	 
	 

	2.00pm
	 
	 
	 
	 
	 
	 
	 

	3.00pm
	 
	 
	 
	 
	 
	 
	 

	4.00pm
	 
	Travel
	Travel
	Travel
	 
	 
	 

	5.00pm
	 
	Travel
	Travel
	Travel
	 
	 
	 

	6.00pm
	Dinner
	Dinner
	Dinner
	Dinner
	Dinner
	Dinner
	 

	7.00pm
	Children time
	 
	Children time
	Children time
	Children time
	Children time
	 

	8.00pm
	 
	 
	 
	 
	 
	 
	 

	9.00pm
	 
	 
	 
	 
	 
	 
	 

	10.00pm
	 
	 
	 
	 
	 
	 
	 

	11.00pm
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