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In Dan Martell's book "Buy Back Your Time," the 
concept of a "Time & Energy Audit" is a critical tool 
for identifying and optimizing how you allocate 
your time and energy. Here’s a more detailed 
explanation of what this entails:

Time & Energy Audit Overview

1. Purpose:

•Time Audit: This involves tracking how you spend 
your time across various activities. The goal is to 
identify where your time is going, which tasks are 
consuming the most time, and whether these 
activities align with your goals and values.

•Energy Audit: This focuses on understanding 
how different activities impact your energy levels 
throughout the day. It helps identify which tasks 
drain your energy and which ones energize you.

2. Process:

•Tracking: Start by meticulously recording your 
activities and energy levels. This might involve 
maintaining a detailed log of your daily tasks and 
noting how you feel before, during, and after each 
activity.

•Analyzing: Review the data to see patterns. Look 
for tasks that take up significant time but yield 
minimal results or cause high levels of fatigue. 
Similarly, identify activities that align with your 
strengths and boost your energy.

3. Identification:

• Time Wasters: Pinpoint activities that consume 
time without contributing to your goals. These 
might include excessive meetings, unnecessary 
administrative work, or tasks that could be 
delegated.

• Energy Drainers: Recognize tasks that deplete 
your energy, such as repetitive, monotonous tasks 
or those that cause stress.

4. Optimization:

• Delegate or Outsource: Based on your findings, 
consider delegating or outsourcing tasks that are 
time-consuming and energy-draining. This could 
involve hiring support staff, using automation tools, 
or changing your work processes.

• Focus on High-Energy Activities: Shift your 
focus to activities that align with your strengths and 
provide a sense of fulfillment. Prioritize these tasks 
to maximize productivity and satisfaction.
Improve Efficiency: Look for ways to streamline or 
improve the efficiency of the tasks you must handle 
yourself.

5. Implementation:

• Action Plan: Develop a concrete plan to implement 
changes based on your audit. This might include 
adjusting your schedule, creating new workflows, or 
making lifestyle changes to boost your energy.
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Time & Energy Audit Workbook

Part 1: Time Tracking
Exercise 1: Daily Time Log

Track Your Time: For the next week, record your activities in 30-minute intervals. Include all tasks, meetings, 
breaks, and personal activities.

Time Activity Note  ⁄ Feelings  

8:00 - 8:30 AM Check emails Productive, low energy

Engaging, moderate energy

Focused, high energy

Team meeting

Project work

8:30 - 9:00 AM

9:30 - 10:00 AM

... ... ...

Review Your Log: 
At the end of the week, categorize your activities:

High Value: Directly contributes to goals or delivers significant outcomes.
Low Value: Minimal impact on goals or outcomes.

Activity Category

Check emails

Team meeting

Project work

Administrative Tasks

Low Value

Low Value

High Value

High Value

Part 2: Reflection and Action
Exercise 2: Analysis and Reflection

Analyze Your Findings:

Time Allocation: Are you spending too much time on low-value tasks?
Energy Management: Which activities are draining your energy?

Analysis Example:

Time Wasters: Administrative tasks.
Energy Drainers: Checking emails.
Identify Opportunities: 
• Delegate or Outsource: What tasks can be delegated or outsourced?
• Focus on High-Energy Activities: How can you prioritize activities that boost your energy?
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Your Turn- Audit Workbook

Part 1: Time Tracking
Exercise 1: Daily Time Log

Track Your Time: For the next week, record your activities in 30-minute intervals. Include all tasks, meetings, 
breaks, and personal activities.

Time Activity Note  ⁄ Feelings  

Maximize Your Time by Focusing on High-Value Activities

Imagine a world where your time is spent solely on activities that drive your business forward. 
With VIVA Virtual Assistants, that’s exactly what you can achieve. We handle the tasks that 
consume your time but don’t contribute to your growth, allowing you to focus on what truly 
matters. Whether it's administrative duties, social media management, or customer support, 
we take care of the rest.

VIVA allows you to Focus on growing your business and leave the everyday tasks to us.
Our college-educated Virtual Assistants & Virtual Professionals have the knowledge and skills to 
support your needs.
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Review Your Log: 
At the end of the week, categorize your activities:

High Value: Directly contributes to goals or delivers significant outcomes.
Low Value: Minimal impact on goals or outcomes.

Activity Category

Part 2: Reflection and Action
Exercise 2: Analysis and Reflection

Analyze Your Findings:

Time Allocation: Are you spending too much time on low-value tasks?

Energy Management: Which activities are draining your energy?

Time Wasters: 

Energy Drainers:

Identify Opportunities: 
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Reflective Questions

1. Which tasks are consuming the most time and energy in my daily routine, and how are these
        impacting my productivity and overall well-being?

2.   How frequently do I find myself overwhelmed or stressed due to time management challenges, 
      and how might outsourcing these tasks improve my efficiency and reduce stress?

3.    What are the key areas where I am not utilizing my time and energy most effectively, and how could 
       a VIVA virtual assistant help me focus on high-value activities?

4.   What specific tasks or processes in my business or personal life could benefit from the support of a 
       VIVA virtual assistant to ensure they are handled more efficiently and effectively?

5.    How would the implementation of VIVA Virtual Assistant services impact my ability to achieve my 
       short-term and long-term goals, and what changes would I need to make to fully leverage 
       this support?
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� Administrative VAs 
(Back Office Support)

(1) Handles Paperwork and Data Entry
(2) Manages Calendars and Emails
(3) CRM Management and Data Hygiene
(4) Policy Auditing and More!

� Service & Support VAs 
(Client Facing Support)

((1)) Handles inbound Phone Calls
((2)) Manages Service Tickets 
    (ID cards & Certificates)
((3)) Policy Remarketing & Retention
((4)) Policy Quoting and More!

Which solution is right for me? The choice is yours!


