PatRigsby.com Productivity Analysis
How productive is your time right now? The following assessment will show you much time do you spend working on the most profitable segments of the business.

Over the period of a week, how many hours do you spend in the following areas?

1) Defining your assets (Referrers, Corporate Contacts, etc.):

2) Developing Strategic Alliances:

3) Time management and goal setting: 

4) Networking:

5) Prospecting:________________________________________________________________________
6) Reviewing and Measuring Your Progress:

7) Personal and Professional Development:

8) Marketing (direct and controlled by you – FB, emails, calls):______________

9) Sales (prospecting, scheduling appointments with prospects. preparing for meetings, writing

contracts, negotiating, persuading, presenting. closing deals): _______________________________

10)  Research & Development (Creating promos and services):___________________________________
11)  Publicity (anything in mass-media print: advertising, interviews, sending out articles for
publication, press releases, etc.______________________________________________________
12)  Client / Prospect Follow Up (Birthday cards, emails, thank you cards, etc.):__________________________
13) Financial management: (cost-profit analysis, accounting, bookkeeping, taxes):__________________

14)  Dealing with client issues:

15)  Managing and training employees:_________________________________________
16)  Team building:

17) Paperwork:

18)  Answering important emails:______________________________________________________

20)  Putting out fires: ________________________________________________________________

21)  Worrying or wasting time (this includes avoiding work while at work): ________________________

22)  Other:


SUMMARIZE YOUR BASELINE: WHERE (in the above activities) ARE YOU SPENDING MOST OF YOUR TIME? HOW MANY HOURS PER WEEK?

1.
How much time per week?


 2.
How much time per week?


3.
How much time per week?


Productivity means systematizing as much as you can and spending the bulk of your time on the 20% of activities that yield the most benefit to the business and to yourself.
