VA Research Time Audit

DIRECTIONS: Every day for the next week, jot down all the tasks you do. I know this is time consuming and tedious… in fact maybe even counterproductive it might seem. BUT, after doing this for one week you’ll truly see where you are spending your time (not where you think you spend your time). Next, we will use these tasks and plug them into the Skills / Thrills and/or Divide & Conquer worksheets to start planning to hire your first (or next) VA!

TIP: I recommend downloading the Google Sheets app for your phone so you can easily just access / update this on-the-go :) 

	Day / Time
	Task + Detail
	Task Type

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	













