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Development Phase 

Time  Audit  Activity 
 

Start Date: ________________ 

Directions 
One of the most important characteristics of running a successful business is 
time management. You need to have an accurate understanding of how you 
currently spend your time, before learning to better manage it. 
 
Once you know what your current time habits are, you'll see which areas you 
need to focus on and take steps to improve them. Time management is less about 
efficiency and productivity, and more about allotment - spending time on what 
is actually important.  
 
The Time Audit activity lays out how you are to audit your time and will show 
you: 
 

● Where you are spending your time 
● Where you need to better manage your time 
● What parts of your schedule are “time stealers” 
● How to find solutions for the way you work 
● How much time you have for added responsibilities 

 
One of the most important findings of this audit is how much time you actually 
have to devote starting your own business. When creating a business, the 
dividing line between work and life becomes blurred. Little things that would 
not normally affect your job (personal issues, not getting enough sleep etc) 
have the potential to impact your business. Why? Because in a traditional job 
you report to someone else, but in when you start your own business -- you 
report to yourself! Your time is your most precious resource and managing it 
essential to being able to excel in your business (and personal life)! 
 
Note: This activity is can be performed over a one week or two week period. 
One week consists of 7 days and 24 hours -- 168 hours! Which duration should 
you choose? Try basing it on your pay schedule. Many of us build routines 
based on when we receive our paychecks. 
 
The goal of this activity is to audit how you spend your week by cataloging 
your time spent on different activities throughout the week. Feel free to add 
or remove activities to make the list a more accurate reflection of your life. 
 
Complete Column A first. Keep playing with the numbers until you get your 
ideal balance of what your perfectly productive + balanced week would look 
like. Use the “Business Start-Up” block to write the ideal amount of hours you 
would like to set aside in one week to devote to your business. Feel free to 
edit the categories to most accurately reflect your life and schedule. 
 
At the end of the week, you will calculate the average hours spent per 
category and put them in Column B. Use Column C to calculate the difference. 
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Time Audit Spreadsheet 
  

Daily Activities  Column A: 
My Ideal Time 
Schedule 

Column B: 
How I actually 
Spend My Time 

Column C: 
The Difference 

Sleeping       

Eating       

Self Care       

Leisure Time 
(Shopping/Friends) 

     

Exercise       

Work       

Regular Functions 
(Church, etc) 

     

Unintended 
Disruptions 

     

       

Totals       

Business Goals*       

 
*To calculate the time for your business goals -- subtract your total from 
168.  This left over time is what your current schedule allows for you to work 
on starting your own business. 
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Development Phase 

Personal  SWOT  Analysis 
 

Finding Your Career Strengths and Weaknesses 

Overview 
A SWOT matrix is a framework for analyzing your strengths and weaknesses as 
well as the opportunities and threats that you face. This helps you focus on 
your strengths, minimize your weaknesses, and take the greatest possible 
advantage of opportunities available to you. 
 
An effective process companies use to assess themselves and their competitors 
and formulate their strategies is an analysis called “SWOT.” But this exercise 
isn’t just for businesses,  it can also be used as a creative method of self 
assessment. 
 
This is a powerful tool for business owners. The process captures information 
about your internal strengths and weaknesses as well as external opportunities 
and threats. The key to completing your SWOT analysis is to treat yourself as 
a competitive product within your business idea industry. SWOT stands for: 

● S = Strengths (internal) 
● W = Weaknesses (internal) 
● O = Opportunities (external) 
● T = Threats (external) 

 
Note: Finding the necessary objectivity to conduct a personal SWOT analysis 
can be a challenge.Consider asking people who know you well and whom you trust 
(a spouse, friend, or coworker) to review your completed matrix and provide 
honest feedback. 

Analyzing Your SWOT 
Once you have filled out your SWOT, there are two ways to analyze the 
information and build a strategy: matching or converting. 
 
Matching means connecting two of the categories to determine a course of 
action. For example, matching strengths to opportunities shows you where to be 
aggressive and take action. On the other hand, matching weaknesses to threats 
exposes those areas you should work on or situations to avoid, and lets you 
know where to be more defensive of your position. 
 
Converting is to turn negatives into positives — in other words, converting 
your weaknesses into strengths, or threats into opportunities. This can mean 
growing a skill set through education, or finding a creative way to feature a 
weakness as a strength. For instance, if you are very outgoing, working in an 
introspective and isolated environment may not suit you very well. But if you 
can work toward a position, such as sales, in which you interact with many 
people, that weakness turns into a strength and could allow you to excel. 
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Personal SWOT Matrix  
 

STRENGTHS 
 

● What advantages do you have 
that others don't have (skills, 
certifications, education, or 
connections)? 

● What are you good at naturally? 
● What personal resources can you 

access? 
● What skills have you worked to 

develop? 
● What values do you believe in 

that others fail to exhibit? 
● How strong is your network of 

connections? 
● What do others see as your 

strengths? 
 
Consider this from your own 
perspective, and from the point of 
view of the people around you. And 
don't be modest or shy – be as 
objective as you can.  

WEAKNESSES 
 

● What tasks do you usually avoid 
because you don't feel 
confident doing them? 

● What are your negative habits 
and traits? 

● Where could you use improvement 
and training (education wise)? 

● What are you afraid to do 
and/or normally avoid? 

● In what areas can you improve?. 
 
Consider this from a 
personal/internal perspective and an 
external perspective. Do other people 
see weaknesses that you don't see? Do 
co-workers consistently outperform 
you in key areas? Be realistic – it's 
best to face any unpleasant truths as 
soon as possible. 

OPPORTUNITIES 
● What new technology can help 

you? Or can you get help from 
others or from people via the 
Internet? 

● Is your industry growing? 
● Is there demand for your 

skillset? 
● Are any of your competitors 

failing to do something 
important? Can you take 
advantage of their mistakes? 

● Do your customers complain 
about something in your 
company? Could you create an 
opportunity by offering a 
solution? 

 
Look at your strengths, and ask 
yourself whether these open up any 
opportunities – and look at your 
weaknesses, and ask yourself whether 
you could open up opportunities by 
eliminating them. 

THREATS 
● Is your industry changing 

directions (as far as demand)? 
● Is there strong competition in 

the industry(s) for which you 
are best suited? 

● Are there any new technology, 
education or certification 
requirements that will impede 
your progress? 

● Does changing technology 
threaten your position? 

● Could any of your weaknesses 
lead to threats? 

 
This part takes into account the 
external factors that could hurt your 
chances to attain your goals. 
Performing this analysis will often 
provide key information – it can 
point out what needs to be done and 
put problems into perspective. 
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Your Personal SWOT Matrix 
 

STRENGTHS  WEAKNESSES 
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Analyzing Your SWOT 
Once you have filled out your SWOT, there are two ways to analyze the 
information and build a strategy: matching or converting. 
 
Matching means connecting two of the categories to determine a course of 
action. For example, matching strengths to opportunities shows you where to be 
aggressive and take action. On the other hand, matching weaknesses to threats 
exposes those areas you should work on or situations to avoid, and lets you 
know where to be more defensive of your position. 
 
Converting is to turn negatives into positives — in other words, converting 
your weaknesses into strengths, or threats into opportunities. This can mean 
growing a skill set through education, or finding a creative way to feature a 
weakness as a strength. For instance, if you are very outgoing, working in an 
introspective and isolated environment may not suit you very well. But if you 
can work toward a position, such as sales, in which you interact with many 
people, that weakness turns into a strength and could allow you to excel. 
 
 
Notes on Your Analysis 
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________ 
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Development Phase 

Life  Analysis  Chart 
 

Completion Date: ________________ 

Directions 
The Life Analysis Chart provides an overview of the balance or imbalance 
between various life areas. Understanding where these levels are will helps 
manage life transitions and changes. This is especially important when adding 
a new element to your life, such as starting your own business. Adjust the 
life areas as they best suit you and thug it out! 
 
On the next page fill in the table below per the following guidelines: 

● Your Current Situation – Briefly describe where your life is, in each of 
these areas right now. Think of things on a scale of 0-5, 5 being 
extremely satisfied. Include your rating in your description. 

● Your Why – Provide an honest and detailed account of why this is your 
current situation. How much time a week do you put toward this life 
area? 

● Your Goal – What would a “5” look like and why? Play close attention to 
any area rated as 3 or lower. 

 
Example: 

Your Life Areas  Your Current Situation  Your Why  Your Goal 
 
Health 
What is important 
to you when you 
consider your 
health 
 

Score: 1. I am 
50lbs overweight.  
 

I can’t seem to 
motivate myself to 
exercise, and I 
eat out 3-4 times 
a week. 

Meal prepping for 
the week. Working 
out 2-3 days and 
drinking the 
appropriate amount 
of water daily. 

What Will You Learn? 
The main outcome is identifying your highest life priorities. In other words, 
what’s most important to you. You will also uncover: 

● Areas that need more attention in order for you to reach a deeper level 
of fulfilment and life satisfaction. 

● What areas need TLC before adding a business building to the mix. 
 
Use this tool often. Whenever you feel off, stuck or unmotivated; the root may 
be a life area that is out of balance. This tool can also be adapted for your 
business, when ready send me an email for details!   
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Your Analysis 
Your Life Areas  Your Current Situation  Your Why  Your Goal 
 
Health 
What is important to you 
when you consider your health 
     
 
Wealth 
What does wealth and a 
wealthy life mean to you 
     
 
Family 
Who is important to you 
regarding your family 
     
 
Relationships 
Who is important to you 
     
 
Charity/Volunteer 
How important is your 
contribution to the world 
     
 
Spiritual 
What is important to you as 
far as spiritual growth is 
concerned 
 

   
 
Career/Job 
What is important to you in 
your work 
     
 
Pleasure 
What do you do just for fun 
     
 
Lack 
What other areas in your life 
require attention 
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