
Priorities Check-In

What activities consume your time in a typical week? 

Most entrepreneurs are pressed for time and after doing this short exercise, 
realize where a lot of their time is spent. 

Take 5-10 minutes to do this exercise.  If you put it aside, to “do it later”, what 
does that say?  If you don’t have time to measure and improve your 
business, it will never improve.  

There are just two sections to this priorities check-in.  

On the first page, you’ll make a list of all the activities that consume your typical 
working day.  Detail every activity.  If you spend 10 minutes every morning 
checking email, that’s an activity.  If you’re on the phone or in meetings, what 
type of calls/meetings are they?  Don’t just write down “meetings”…be specific.

By the way, make a copy of the activities page if you have no trouble filling it out.

The second part of the exercise, the 80% Rule, we’ll identify your top three 
priorities - the top three things, that if you focused on them 80% of the time, you 
would achieve the highest productivity each week.

Here’s a quick example.  Right now, my personal time is not spent well if I’m out 
networking and making sales calls.  Sounds weird, but if I want to focus on 
coaching my clients to the fullest degree, which means I need to have the mental 
focus and energy every week, I can’t waste that energy elsewhere.

But I still need to make sales, right?  I’m great at marketing and writing sales 
COPY - NOT so great at meeting people and “selling” them stuff.  So I spend my 
time marketing and copywriting.  The more I do this, the more my business grows 
bringing in clients that I can coach and help with the 100% focus I dedicate to 
them from the first priority decision.  Make sense?

Here’s why you need to do this short exercise:

If you can’t name your top three priorities instantly, it means you’re un-focused. 
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You’re more than likely bombarded and overwhelmed with stuff coming at you a 
million miles an hour.  

Guess what - it’s never going to stop.  

If you think it is, guess again. 

Here’s How I Know This:

Take a moment and look back over the last 3-5 years of your life.  Has the 
demand for your time reduced or is it getting MORE intense?

If you’re like ALL - (yes ALL - that’s 100% baby!!!) - of the entrepreneurs I’ve 
trained and coached, the demand for your time is INCREASING - not decreasing.

So what makes you think you’re going to “get” to your priorities just “after you do 
X?”

That’s why these measurable exercises are SOOOO important.  

So dude, just take 5-minutes to set you on the path to improving your business…
aren’t you worth 5 minutes?

Stop what you’re doing right now - because I’ll bet it’s not your most productive 
priority, and DO this…

You’ll thank me later.

~ Joey
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Activities that consume my day…
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make copies of this sheet if you need to list more activities



Use the 80% Rule

The 3 activities I do best, that give me the greatest productivity and measurable 
results are:

PERCENTAGE SPENT _______ % (your current level of focus on these areas)

Here’s how to improve:

Use the formula below to calculate the number of hours per year you could free 
up, if you improved your level of focus to 80%.

A)  Total hours worked per week  ______ x current level of focus (%) _____
= hours focused on what you do best _______

B) Total hours worked per week _____ x 80% / 100 = _________
(This shows you the potential hours focused on what you do best)

* source: the power of focus

1
2
3
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B ______ minus  A ______ = _______  X weeks worked per year ______
= Potential hours per year doing what you do best  _________


