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Instructions for Completion

On the following four pages you will find 75 questions relating to
different aspects of Time Management. Please read the questions
and decide on one of the following answers.

0. Never.

1 Rarely.
2. Sometimes.
3.  Usually.

Write in the box next to the questions the number 0 if it is “never”,
the number 1 if it is “rarely”, the number 2 if it is “sometimes” and
the number 3 if it is “usually”.

When you have finished all the questions, you can add up the
total for each of the five columns on all four pages of the
questionnaire.

N.B. Having done this, please await further instructions from
the person running this session.

DO NOT BREAK THE SEAL UNTIL INSTRUCTED TO DO SO

COPYRIGHT
This booklet is protected by international copyright. It cannot be reprinted or copied
by any process whatsoever, nor can it be reproduced in any format which
substantially relies on this original. Breaches of this copyright will be acted upon
regardless of circumstances.
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0 - Never / 1-Rarely / 2-Sometimes / 3 - Usually

Do you pretend to listen to other people and their views, but you are really
preoccupied with your own thoughts?

Do you know the time of day you work most effectively and therefore use this for
working on your most difficult tasks?

When you are asked by a superior to do extra work which you don't think you have
time for, do you explain your problems factually showing that if extra work is to be
done then you will have to give less attention to other work?

Do you take half measures in order to avoid or delay difficult or unpleasant action?
Do you find yourself continually dealing with one crisis after another?

Do you regularly review your objectives and goals with your boss?

Do you take action to stop people sending you paperwork and emails which you do
not need?

Are you unable to have interests and hobbies outside the work environment?
When someone has done work for you incorrectly, do you say anything?

Do you allow too many interruptions and crises to interfere with your accomplishing
important tasks?

Do you throw away as much paperwork as you can, instead of automatically filing it?
Do you plan your day the night before?

Do you avoid forthright answers when pressed for an unpleasant decision?

Do you find that you are having difficulty in meeting deadlines for your job?

When casual visitors drop into your office, are you able to get rid of them easily?

Do your prioritise your daily list of “Things To Do"?

Do you scan reports, magazines, emails etc., for relevant information and read in
detail only material which is important to you?

Do you feel guilty whenever you try to relax?

Have you been guilty of neglecting follow-up aspects of important action plans?
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