
Before you can optimize your routine for persistent attention and continual growth, you must first establish an understanding of how 
you’re expending mental & physical energy. You can begin your observation by keeping a task journal for three to five work days, writing 
down every activity (i.e. exercising, taking a sales call, going to dinner with your spouse, emailing with teammates) that you’re engaged-in, when the 
activity begins and when it ends. If you’re a meticulous calendar-keeper, you can cross-reference your activity journal with your calendar 
at the end of the day, to make certain that you haven't forgotten any activities. With or without the help of a calendar, do your best to 
ensure that every activity - no matter how banal (e.g. staring off into the clouds) or cringe-worthy (e.g. binge-watching reruns of Family Matters) 
- is accounted for from the time you awake to the time you return to bed. 

After the observation period has ended, you can transfer your activity into your Activity Monitoring worksheet (download Google 
Sheets, Numbers or Microsoft Excel versions here). There are separate tabs for each day of your observation, allowing for up to 5 days of 
activity.   

A. For each day of observation, begin by listing your observed activities in Column A, replacing the “[activity]” placeholder in each 
row. See the Example tab for a guide on what a completed worksheet should look like. 
i. After you’ve finished listing your observed activities, there may be extra rows between your last listed activity and the “Asleep” 

row. Leave those extra rows for now. 

B. Next, update the “Awake” cell (B2) with time that you started your day and then select the duration for each activity in Column B. 
Round-up to the nearest 15 minute increment if necessary.  
i. If your activity lasted longer than 2 hours, break the activity into two separate row. 

C. After all of your activities and their respective durations are listed on your worksheet, you can now delete the extra rows between 
your last listed activity and the “Asleep” row. 

D. Next, label each of your observed activities in Column C with one of the following four tags:  
i. Work  
ii. Betterment (e.g. sleep, health + wellness, personal reading, skill-building)  
iii. Personal (e.g. commuting, grocery shopping, spending time with friends or family)  
iv. Waste (i.e. anything that isn’t work, betterment or personal) 

E. Finally, categorize each of your observed work activities in Column D, mapping each work activity to one of the following three 
categories:  

i. Non-Routine: Cognitive, Analytical. Non-routine work requires problem-solving, intuition, persuasion, and creativity. (e.g. 
Abstract Reasoning, Analyzing, Coding, Composing, Evaluating, Observing, Planning, Researching, Strategizing, Writing)  

ii. Non-Routine: Cognitive, Interpersonal. (e.g. Advising, Co-creating, Collaborating, Communicating, Coordinating, Mentoring, 
Negotiating, Persuading, Teaching / Training)  

iii. Routine: Cognitive. Routine work requires the following of precise, well-understood procedures. Cognitive routine tasks do 
not necessarily require the human touch. (e.g. Bookkeeping, Data Entering, Editing, Filing, Operating (Digital Machinery), 
Report Logging, Sales Calling, Stock Picking)  

Once your journaling and mapping are complete, you’re left with a thorough picture of how you’re expending mental and physical 
energy over the course of a work day. If your accounting is honest and accurate, this baseline understanding can be used to inform a 
path towards an improved daily routine. 
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