
WORKLOAD ANALYSIS Worksheet
(This worksheet is available on the IBT website.  Go to www.PEPww.net, select “Free Downloads” from the left banner, then “Forms for Download.”)
	Purpose: To identify all major activities for the next week and month, to anticipate the time needed for major activities in order to plan accordingly.

	Period Beginning:  _______________ Period Ending:       _______________


	ACTIVITIES
	WEEK 1
	WEEK 2
	WEEK 3
	WEEK 4  
	Total

	DAILY
	
	
	
	
	

	Paper mail
	
	
	
	
	

	E-mail
	
	
	
	
	

	Voice Mail/Calls
	
	
	
	
	

	
	
	
	
	
	

	STANDING WEEKLY
	
	
	
	
	

	Planning
	
	
	
	
	

	Meetings
	
	
	
	
	

	One-on-one meetings
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	MONTHLY/QRTLY
	
	
	
	
	

	Monthly report
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	PROJECTS (See PIPs)
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	TRAVEL
	
	
	
	
	

	TOTALS:
	
	
	
	
	


