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Structuring your day!  

 

 

Entrepreneurs face a unique set of challenges when it comes to structuring their 

day. The dynamic and demanding nature of their work often leads to a constant 

juggling act between multiple responsibilities, tasks, and projects. This can easily 

result in a lack of structure and a feeling of being overwhelmed. They often face 

problems in structuring their day due to multitasking, lack of boundaries, changing 

priorities, limited resources, and decision fatigue. To overcome these, they can 

prioritize tasks, set clear boundaries, delegate, use productivity tools, and adjust 

schedules. Developing time management skills helps maximize productivity and 

achieve business goals while maintaining work-life balance from personal 

activities and downtime.  
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COMPETENCES 

✓ Time Management: You will gain skills in effectively managing 

and allocating your time throughout the day. This includes 

setting priorities, creating schedules, and tracking your time. 

 

✓ Organization: You will learn how to organize and structure 

your day, considering tasks, obligations, and leisure activities. 

This competence involves categorizing and prioritizing tasks to 

optimize productivity. 

 

✓ Self-Reflection: Through reflecting on your results and 

experiences, you will develop the ability to assess your 

productivity and time management practices critically. This 

skill enables you to identify strengths, weaknesses, and areas 

for improvement. 

 

✓ Adaptability: As you work through the tasks and reflect on your 

results, you will enhance your ability to adjust and adapt your 

time management strategies as needed. This competence is 

crucial for effectively managing changing priorities and 

unexpected events. 

 

 

LEARNING OBJECTIVES 

✓ By working through the tasks in this worksheet and reflecting on 

the results, you will be able to improve your time structuring 

abilities, gain awareness of effective time utilization, and 

develop essential skills for managing your day efficiently. 

 



 

3 

 

 

  

✓ Understand the importance of time structuring in managing 

daily activities. 

 

 

✓ Develop skills to effectively utilize and allocate time 

throughout the day. 

 

✓ Create a personalized schedule to organize and prioritize 

tasks. 

 

✓ Reflect on the results of time structuring efforts and identify 

areas for improvement. 

 

✓ Apply time management strategies to enhance productivity 

and achieve goals. 

 

✓ Create your own schedule: Working through this worksheet will 

help you to create your own individual schedule.  
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This module contains several exercises that will help you to 

structure your day: 

A1. Create a schedule 

A2. Set priorities  

A3. Create a To-Do list  

A4. Analyse time management & patterns  

A5. Daily reflection and planning 

A6. Single-choice- question 

A7. True or false 
 

 

 

  



 

5 

 

 

 

 

 

 

Create a schedule  

 

Create a schedule for your day. Divide the day into hours or half-hours and plan what 

you want to do at each time. Consider your daily obligations such as work, school, 

meals, and leisure activities.  

1. Divide your day into time blocks: Start by dividing your day into hours or 

half-hours, depending on your preference and the level of detail you 

want in your schedule. This will provide a clear framework for planning 

your activities. 
 

2. Identify your priorities: Determine the most important tasks and goals that 

you need to accomplish. Consider your business objectives, deadlines, 

client meetings, and other crucial activities. 
 

3. Allocate time for focused work: Dedicate specific time blocks for focused 

work on essential tasks that require your full attention. Remember your 

most productive hours and take advantages of them!  
 

4. Schedule client or customer interactions: If you have scheduled meetings 

or calls with clients, customers, or business partners, allocate appropriate 

time slots for these interactions.  

 

 

5. Plan administrative and operational tasks: Allocate time for tasks such as 

responding to emails, handling finances, updating records, and 

managing your team. 
 

6. Allow for breaks and self-care: It is important to include breaks in your 

schedule to rest. Breaks can help improve focus and productivity. Find 

your own break routine, which helps you the best to re-energize.  
 

 

              Activity 1 

 Maybe utilizing productivity tools 

or apps can help you manage your 

schedule effectively. 
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7. Consider business development and networking: Set aside time for 

activities that contribute to the growth and development of your business. 

This could involve researching industry trends, networking with potential 

clients or partners, or attending relevant events or conferences. 
 

8. Be realistic and flexible: Ensure that your schedule is realistic and 

achievable. Avoid overloading your day with too many tasks or setting 

unrealistic expectations. Leave some buffer time for unexpected events or 

urgent tasks that may arise. 

 
 

 Here you have a little template for your Daily Schedule, which you can use for your 

first draft! You could use colours to make it clearer!  

 

 Time                                                     Activity/Task  

6:00 AM  

7:00 AM  

8:00 AM  

9:00 AM   

10:00 AM   

11:00 AM   

12:00 PM   

1:00 PM   

2:00 PM  

3:00 PM   

4:00 PM   

5:00 PM   

6:00 PM   

7:00 PM   

8:00 PM   

9:00 PM   
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Set Priorities 

 

1. Assess urgency and importance: Consider the urgency and importance of 

each task or goal. Urgency refers to how quickly a task needs to be done, 

while importance relates to the impact it has on your overall objectives or 

long-term goals. 
 

2. Identify the Most Important Tasks: Choose three tasks or goals that are 

directly aligned with your objectives or have a substantial impact on your 

progress. These tasks should be prioritized based on their significance and 

the value they bring towards your overall goals. 
 

3. Consider deadlines: Take into account any deadlines associated with 

your tasks. If a task has a specific due date or time constraint, prioritize it 

accordingly to ensure it will be completed on time. 
 

4. Evaluate dependencies: Consider whether any tasks are dependent on 

the completion of others. If one task relies on another for progress, 

prioritize the tasks accordingly to ensure a smooth workflow. 
 

5. Assess resource requirements: Evaluate the resources, such as time, 

energy, or specific skills, needed for each task. Consider whether you 

have the necessary resources available and allocate them accordingly. 
 

6. Determine the order: Once you have identified the most important tasks, 

determine the order in which they should be addressed. Consider the 

logical sequence, dependencies, and potential impact on other tasks. 

  

              Activity 2 
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Create a To-Do List 

Write down all the tasks you want to accomplish, including the priorities from Task 2. 

Give the tasks an order and check them off as you complete them. 

1. Start with a blank sheet of paper or open a digital note-taking app or task 

management tool. 
 

2. Write down all the tasks you want to accomplish for the day. Include the 

most important tasks or goals from Task 2, as well as any other tasks that 

you need to complete. 
 

3. Break down larger tasks into smaller, more manageable sub-tasks. This will 

make it easier to track progress and give you a sense of accomplishment 

as you complete each sub-task. 
 

4. Prioritize the tasks on your list. Consider the urgency, importance, and 

dependencies of each task. Activity 2 will help you to learn how to make 

priories!  
 

5. Determine the order in which you will tackle the tasks. Consider the logical 

sequence, dependencies, and the estimated time required for each task. 

Arrange the tasks in a way that maximizes your productivity. Therefore, 

also consider your energy levels and work preferences 

 

6. Review your to-do list and make sure it is realistic and achievable within 

the available time. Be mindful not to overload your list with too many 

tasks, as this can lead to overwhelm and decreased productivity. 
 

7. Once you have your prioritized and ordered list, start working on the tasks 

one by one. As you complete each task, check it off or mark it as 

completed. This will give you a sense of progress and accomplishment, 

and help you stay organized. 
 

8. If unexpected tasks or priorities arise during the day, evaluate their 

urgency and importance. Adjust your to-do list if necessary, by 

reprioritizing or rescheduling tasks to accommodate the new priorities. 

              Activity 3  There are great Apps, which can 

help you to create a To-Do list! It will be 

easier to adapt and to have a clear 

structure.  
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Here you can see one great example of how you could structure you To-Do list!   
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Time Tracking and analysing patterns  

Throughout the day, track the time you spend on each task. Use a timer or set 

reminders to help you stay aware of how much time you allocate to different activities. 

This will allow you to gauge your efficiency and identify areas where you may need to 

adjust your time management. 

 

1. Start tracking your time: Begin tracking your time as soon as you start a 

task. Activate the timer or set reminders at regular intervals to prompt you 

to record the time spent on each task. 

 

2. Note down the start and end times for each task or activity. Be consistent 

and diligent in recording your time throughout the day. 
 

3. Analyse your time data: At the end of the day or during designated 

review periods. Look for patterns, trends, or discrepancies in how you 

allocated your time. 
 

4. Identify time management strengths and weaknesses: Assess your 

efficiency and productivity based on the time data. Identify tasks or 

activities where you spent more time than expected or areas where you 

were particularly productive. This analysis will highlight both your strengths 

and areas for improvement in time management. 
 

5. Reflect on distractions and time wasters: Pay attention to any distractions 

or time-wasting activities that consumed significant portions of your time. 

Identify common triggers or factors that contribute to these distractions. 

This awareness will help you develop strategies to minimize or eliminate 

them in the future. 
 

6. Adjust your time management strategies: Based on your analysis, make 

adjustments to your time management strategies. 

  

              Activity 4 
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Daily Reflection and Planning 

At the end of the day, reflect on how well you followed your schedule and 

accomplished your tasks. Evaluate your productivity and identify any challenges or 

distractions encountered. Write down your reflections and propose adjustments or 

strategies for better time management in the future. 

1. Set aside dedicated time: Allocate a specific time at the end of each 

day for reflection and planning. This could be the last 15-30 minutes 

before you wrap up your work or before you go to bed. 

 

2. Review your schedule and tasks: Look back at the schedule you created 

and the tasks you planned for the day. Assess how well you followed the 

schedule and accomplished your tasks. Take note of any tasks that were 

left incomplete or any deviations from the original plan. 
 

3. Evaluate your productivity: Reflect on your overall productivity for the day. 

Consider factors such as your focus, efficiency, and the quality of your 

work. Assess whether you were able to achieve your desired level of 

productivity and identify any areas where you could have improved. 
 

4. Write down your reflections: Take a few minutes to write down your 

reflections. Document your thoughts on your productivity, challenges 

faced, and any insights gained. 

 

5. Propose adjustments and strategies: Based on your reflections, propose 

adjustments or strategies for better time management in the future. 

Consider specific actions you can take to address challenges, improve 

productivity, and enhance your overall time management skills.  
 

6. Plan for the next day: Before ending your reflection and planning session, 

take a few minutes to plan for the next day. Identify the most important 

tasks or goals for the following day and think about how you can structure 

your day to optimize productivity and achieve your objectives. 

 

 

 

              Activity 5 
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Single-choice- question 

Which of the following is a recommended practice for structuring your day 

effectively as an entrepreneur? 

❑ Randomly tackling tasks as they come up throughout the day. 

❑ Avoiding breaks and working continuously to maximize productivity.  

❑ Setting clear priorities and creating a to-do list. 

❑ Ignoring distractions and focusing solely on work. 

 

 

  

 

True or False 

1) Structuring your day requires a one-size-fits-all approach that works for 

everyone. 

❑ True  

❑ False 

2) Structuring your day helps improve time management skills. 

❑ True  

❑ False 

              Activity 6 

 

 

 

              Activity 7 

 

 

 


