	Tasks and Time Survey

	Activity
	Estimated Hours Required

	
	(Week)
	(Month)

	Developing new products and services
	
	

	Producing your product or service
	
	

	Marketing and business development
	
	

	Distribution or delivery
	
	

	Customer service or client management
	
	

	Office management
	
	

	Bookkeeping and accounting
	
	

	Other:
	
	

	Other:
	
	


