Time Chunking

Time Chunking: A Strategy for Effective Time Management
What is Chunking?

Chunking is the process of grouping related tasks or activities together to maximize efficiency and minimize wasted
time. By organizing your day around similar categories, you can save time and energy while effectively balancing
work, personal life, and goals.

How to Use Chunking
1. Identify Categories:
Start by reviewing your tasks and grouping them into related categories. For example:
o Exercise-related tasks: Running, buying gym shoes, and purchasing weights.
o Work-related tasks: Project planning, delegating, and reviewing deliverables.
o Personal life tasks: Grocery shopping, picking up children, and paying bills.
2. Sequence Within Categories:
Once tasks are grouped, decide the logical sequence to complete them efficiently. For instance:
o Category: Exercise
= 1A Buy gym shoes and weights (necessary before starting exercise).
= 1B Start lifting weights.
= 1C: Go running.
3. Optimize Time:
Look for opportunities to combine tasks within or across categories to save time. For example:
o If you're already heading to the store to buy gym shoes, purchase weights at the same time to avoid
a second trip.
4. Integrate Priorities:
Refer to your Time Quadrant sheet and prioritize tasks based on their urgency and importance:
o Quadrant 1: Handle emergencies and urgent, important tasks.
o Quadrant 2: Focus on planning, relationship building, and self-improvement (key for long-term
success).
o Quadrant 3: Minimize distractions and interruptions (e.g, unimportant meetings).
o Quadrant 4: Eliminate or delegate trivial tasks and time-wasters.
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Practical Example: Chunking Exercise
Let's apply chunking to your day:
o Category 1: Exercise
o TA: Buy gym shoes and weights.
o 1B: Start lifting weights.
o 1C: Go running.
o Category 2: Personal Life
o 2A: Pick up groceries (while returning from buying gym shoes).
o 2B: Pay bills online.
o 2C: Pick up children from school.
o Category 3: Work
o 3A: Plan your project.
o 3B: Delegate tasks to your team.
o 3C: Review deliverables.

Steps for Successful Chunking
1. Group Tasks: Use your Time Toolbox - Daily Activities list to identify categories.
2. Align with Quadrants: Map tasks to the appropriate quadrant to prioritize effectively.
3. Delegate and Eliminate:
o Delegate Q3 (unimportant but urgent) tasks where possible.
o Eliminate Q4 (not urgent and not important) activities entirely.
4. Plan Your Day:
o Chunk similar tasks together.
o Sequence tasks within each category.
o Combine errands or related activities to save time.
5. Eat the Frog: Start your day with the most challenging but essential task (Q2 priority).

Why Chunking Works

Chunking prevents you from running in multiple directions and helps reduce the time spent on unnecessary
activities. By organizing your day into efficient blocks of time, you can focus on what matters most, achieve your
goals, and maintain balance across work, personal life, and self-care.
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Time Chunking Example

Chunk

Task Priority 1 Explanation

Go running 1 1C Par.t of the exercise chunk; this comes after buying gym shoes (1A) and
weights (1B).

Go 1o 2 study group |2 B Part of the "education chunk"; scheduled after buying a new book for
class.

Pick up dry dleaning |3 A Combined Yvith other errands like picking up children or groceries to
save travel time.

Company meeting 1 1D Work—rglated; mclud.ed in the work productivity chunk along with
developing a marketing plan.

Take dog to vet ) A Grouped under personal priorities, potentially combined with other
nearby errands.

Buy new book for ) e Comes before attending the study group, ensuring preparation for the

class session.

Develop marketing 1 " Part of the work productivity chunk, scheduled after the company

plan meeting.

Call husband 3 3B Personal conngc“uon task, grouped with other downtime tasks or
scheduled during a break.

Do lab time for class ||2 2D Education-focused task, scheduled after the study group.

Pick up children 1 1F N.on—negonable task, grouped with errands like dry cleaning to minimize
trips.

Go to client , . -

, 1 1G High-priority work-related task, part of the work productivity chunk.

appointment

Prepare next 1 14 VWork-related; follows other work tasks like developing the marketing

presentation plan and attending meetings.

Buy new gym shoes || 1A First .step in the exercise chunk; completed before buying weights or
running.

Buy weights 1 1B Second step in the exercise chunk, scheduled immediately after buying
gym shoes.

Study for class tonight]|2 o Scheduled after lab time and study group to reinforce learning for the

day.
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Chunked Time Blocks Example

This example demonstrates how to logically chunk tasks by category, priority, and sequence, ensuring maximum
efficiency while addressing both work and personal goals.

Morning (8:00 AM - 12:00 PM)
1A: Buy gym shoes.
1B: Buy weights.
1C: Go running.

o 1D: Company meeting.
Midday (12:00 PM - 3:00 PM)

o 1E Develop marketing plan.

o 1F: Pick up children and dry cleaning (combined errands).

o 1G: Go to client appointment.
Afternoon (3:00 PM - 6:00 PM)

o 2A: Take dog to vet.

o 2B: Go to study group.

o 2C: Buy a new book for class.
Evening (6:00 PM - 9:00 PM)

o 2D: Do lab time for class.

o 2E: Study for class tonight.

o 3B: Call husband.

[ ]
o O O
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Your Turn!

Go back to your Daily Activities List you started at the beginning of the session fill in what you have
accomplished in this exercise with your REAL data. You can also use your Daily Activity Worksheet to Chunk
your time. Enjoy!

Task Priority Chunk it!
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