Parkinson’s Law Time Management Worksheet
Instructions

Parkinson’s Law states that “work expands to fill the time available for its
completion.” This worksheet helps you set strict time limits, reduce
procrastination, and improve efficiency by intentionally restricting the time you
allocate to tasks.

Step 1: Task Planning with Time Constraints

1. List your tasks in the "Task Name" column.

Estimate the time you think each task will take.

3. Set a reduced time limit in the "Allocated Time (Reduced)" column—
challenge yourself to complete it faster.

4. Track actual time spent and compare it with your estimate.

N

Tip: If a task takes longer than expected, analyze distractions or inefficiencies and
refine your approach.

Step 2: Time Blocking Strategy

1. Assign each task to a specific time block (e.g., 9:00 AM — 10:00 AM).
2. Write the planned activity in the "Planned Activity" column.

3. Asyou complete each task, mark v or X in the "Completed?" column.
Tip: Work in focused sprints and avoid multitasking to maximize efficiency.
Step 3: Reflection & Optimization
After completing your tasks, use the Reflection & Optimization section to
evaluate your productivity:

o Did | complete tasks within the reduced time limits?

o Where did | waste time?
o How can | optimize my approach next time?

Pro Tip: Combine this with the Pomodoro Technique (working in short, focused sprints) for even better results.
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PARKINSON’S LAW TIME MANAGEMENT WORKSHEET

Parkinson’s Law states that 'work expands to fill the time available for its completion.' This
worksheet helps you set strict time limits for tasks, avoid unnecessary delays, and increase
productivity. By intentionally limiting the time allocated for tasks, you can complete them more
efficiently and reduce procrastination.

TASK PLANNING WITH TIME CONSTRAINTS

Task Name Estimated Time
Needed

Allocated Time
(Reduced)

Actual Time Taken

TIME BLOCKING STRATEGY

Time Block

Planned Activity

Completed? (V/X)

Block 1

Block 2

Block 3

Block 4

Block 5

Block 6
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REFLECTION & OPTIMIZATION
Use this section to review how well you applied Parkinson’s Law. Ask yourself:
- Did I complete tasks within the reduced time limits?

- Where did | waste time?
- How can | further optimize my time in future tasks?

Notes:
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