
Your Time/system is in 2 Parts

Time/system Quick Reference Guide 
On the back of this folder there is a short reference guide listing all 
available forms and showing where to find them in your archive box
and where to place them in the ring binder. Start by arranging the 
forms into your Time/system binder.

1

In the attached instructions you will find a description of each form, explaining how to
optimise its use. Completed sample forms provide you with a speedy and practical 
guide to how to handle them effectively. Your Time/system will assist you with all your 
activities, planning schedules and goals. In addition, you are provided with extra

space to record important information. The system is divided into three differently coloured
sections. 

The anthracite section is used for time-related forms referring to your short, medium
and long term planning. In the red area you will find important information related to your
goals, projects, and tasks. 

Personal and important information can be well structured and stored in the grey
section. 

www.timesystem.co.uk
www.timesystem.com

Useful general purpose information.
Personal or selected information to
be printed from the Time/system
website and carried in the ring bin-
der or kept in the archive box accor-
ding to personal preference. 

:

www.timesystem.uk

Copies

Management

Tips

:

Quick regerence guide
This overview shows you at a glance how to arrange your ring binder and where to find the related forms in your archive box.
This is a suggestion for optimal use of your Time/system, based on our decades of experience. However, not everyone shares exactly the same
set of tasks or the same style of working. Your Time/system is meant to live with you and to adapt flexibly to your requirements.
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Ring Ring
Binder Form Archive Box Number of Forms Binder

For use in medium-term planning;
monthly activity plans: next 2 - 3
months
Monthly plans: following 3 - max. 6
months

For use in long-term planning; 
annual overview: 1 - 2 copies: 
current and possibly next calendar
year; 
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Monthly Plan

For use in short-term planning; 
daily plan: current month, or 31
days, respectively, or 
weekly plan: current month, or 26
weeks, respectivelyDaily Plan

Index 1 - 10: 1 copy on top of the
divider 1 - 10
Activities checklist: as needed 
Notes: as needed
Copies: copies of your own 
documents; pricelists, corresponden-
ces, letters, reports etc.

Goal: 3 - 5 goals per year
Project/Activities checklist: 1 - 4
projects / activity plans per goal

Goal

Description Target level

Theme

Milestones 1 2 3 OK

Activity Plan/Project Activity Plan/Project

Date

Milestones 1 2 3 OK

Follow up Follow up

TS-Part xxxxx / © Copyright Time/system Deutschland GmbH, 1980, 04.

Milestones 1 2 3 OK

Activity Plan/Project Activity Plan/Project

Milestones 1 2 3 OK

Follow up Follow up

Index 1-10

Project
Goal

Meeting: as needed 

Meeting

Notes: as needed; 
Lined: as needed; 
Graph: as needed

Graph
Lined

Notes

Telephone / address: as needed

Weekly Plan

or

Notes

Plans

Overview

Day /
Week

Notes

DataBank

Activities
Checklist

:

Activities
Checklist

:

:

Meetings

Goals/
Projects

Notes 

Info 

Contacts 

Monthly Activity Plan

Project Overview /

Week Daily Overview

Project 
Overview / Day

:
:

:
:

:
:

Activities Checklist

Date OK Activity Delegate D Start Due
to Date Date

Activities Checklist

D = Delegated for Action

1 2 3

TS-Part 57200 / © Copyright Time/system International GmbH, 1980, 04. EN

Activities Checklist

TS-Part 53346 / © Copyright Time/system International GmbH, 1982, 03. 

atb j

Telephone /

address

:

Infos

2

Use this form when you need an annual overview detailed down to the
day, e.g. for team resource or vacation planning. It is also the appropria-
te form when every single day of a project is important, e.g. in the event

of severe time pressure or when project tasks are interdependent and
need to be accurately and punctually co-ordinated.

21 working-days + 5 saturdays

Week 2 Week 3 Week 4 Week 5 Week 6 Week 7 Week 8 Week 9 Week 10 Week 11 Week 12 Week 13 Week 14 Week 15 Week 16 Week 17

1.1. New Year’s Day
3.1. Bank Holiday
4.1. Bank Holiday

(Scotland only)

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 3

20 working-days + 4 saturdaysFebruary 23 working-days + 4 saturdaysMarch 21 working-days + 5 saturdaysApril

January

Week M T W T F S S

53 1 2
01 3 4 5 6 7 8 9
02 10 11 12 13 14 15 16
03 17 18 19 20 21 22 23
04 24 25 26 27 28 29 30
05 31

February

Week M T W T F S S

05 1 2 3 4 5 6
06 7 8 9 10 11 12 13
07 14 15 16 17 18 19 20
08 21 22 23 24 25 26 27
09 28

17.3. St. Patrick’s Day
(Rep of Ireland & 
N. Ireland only)

25.3. Good Friday
27.3. B.S.T. Begins

(provisional)
28.3. Easter Monday

March

Week M T W T F S S

09 1 2 3 4 5 6
10 7 8 9 10 11 12 13
11 14 15 16 17 18 19 20
12 21 22 23 24 25 26 27
13 28 29 30 31

April

Week M T W T F S S

13 1 2 3
14 4 5 6 7 8 9 10
15 11 12 13 14 15 16 17
16 18 19 20 21 22 23 24
17 25 26 27 28 29 30

Week 153

January

200X 
Project/Overview - Day

Using different colours, you can distinguish between different types of
activity. In the bottom left hand corner of the sheet you can create an
associated key.

Example: Training Scheduling
=  Time management course
=  Team management course
=  Training objectives and motivation
=  Change management course
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t 
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5 

Project Overview - Day
Overviews

Alfred Smith

Patricia Meyer

Ronald King

Monica Fuller

Miriam Muller

Kevin Sanders

Charlotte Rider

Training Resource planning

TS-Part 57169 / © Copyright Time/system International GmbH, 1980, 05. 

DataBank Goals/Projects Meetings Notes ContactsInfo

Overview Plans Day/Week Activities/
Checklist

Archive

1 Time/system Ring Binder

The Time/system ring binder is something you will always carry with you. 
It ensures that you have all current and important information at your finger-
tips. The clear structure and the intelligent forms help you make the best
possible use of your time and reach your goals.

Time/system Archive Box

Keep the archive box on your desk. You can add forms to
your Time/system ring binder as needed from its supply.
This is also where you archive redundant items.

2



Useful general purpose information.
Personal or selected information to
be printed from the Time/system
web site and carried in the ring 
binder or kept in the archive box
according to personal preference. 

:

www.timesystem.co.uk

Copies

Management

Tips

:

Arbeitstage: D 21, A 20, CH 21 + 5 Samstage

Projekt-/Urlaubsplaner - Tag 200X

Woche 4 Woche 5 Woche 6 Woche 7 Woche 8 Woche 9 Woche 10 Woche 11 Woche 12 Woche 13 Woche 14 Woche 15 Woche 16 Woche 17 Woche 18 Woche 19 Woche 20 Woche 21 Woche 22 Woche 23 Woche 24 Woche 25 Woche 26 Woche 27 Woche 28 Woche 29 Woche 30 Woche 31 Woche 32 Woche 33 Woche 34 Woche 35 Woche 36 Woche 37 Woche 38 Woche 39 Woche 40 Woche 41 Woche 42 Woche 43 Woche 44 Woche 45 Woche 46 Woche 47 Woche 48 Woche 49 Woche 50 Woche 51 Woche 52

1.1. Neujahr
6.1. Hl. Drei Könige

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

TS-Part 452863 / © Copyright Time/system International a/s, Denmark, 1981, 03. Business DE

Januar 2004 Arbeitstage: D 20, A 20, CH 20 + 4 SamstageFebruar 2004 Arbeitstage: D 23, A 23, CH 23 + 4 SamstageMärz 2004 Arbeitstage: D 20, A 21, CH 20 + 4 SamstageApril 2004 Arbeitstage: D 19, A 19, CH 19 + 5 SamstageMai 2004 Arbeitstage: D 22, A 21, CH 22 + 4 SamstageJuni 2004 Arbeitstage: D 22, A 22, CH 22 + 5 SamstageJuli 2004 Arbeitstage: D 22, A 22, CH 22 + 4 SamstageAugust 2004 Arbeitstage: D 22, A 22, CH 22 + 4 SamstageSeptember 2004 Arbeitstage: D 21, A 20, CH 21 + 5 SamstageOktober 2004 Arbeitstage: D 22, A 21, CH 22 + 4 SamstageNovember 2004 Arbeitstage: D 23, A 22, CH 23 + 4 SamstageDezember 2004

Januar 2004

Woche M D M D F S S

01 1 2 3 4
02 5 6 7 8 9 10 11
03 12 13 14 15 16 17 18
04 19 20 21 22 23 24 25
05 26 27 28 29 30 31

24.2. Fastnacht
Februar 2004

Woche M D M D F S S

05 1
06 2 3 4 5 6 7 8
07 9 10 11 12 13 14 15
08 16 17 18 19 20 21 22
09 23 24 25 26 27 28 29

20.3. Frühlingsanfang
28.3. Zeitumstellung

März 2004

Woche M D M D F S S

10 1 2 3 4 5 6 7
11 8 9 10 11 12 13 14
12 15 16 17 18 19 20 21
13 22 23 24 25 26 27 28
14 29 30 31

9.4. Karfreitag (D, CH)
11.4. Ostersonntag
12.4. Ostermontag

April 2004

Woche M D M D F S S

14 1 2 3 4
15 5 6 7 8 9 10 11
16 12 13 14 15 16 17 18
17 19 20 21 22 23 24 25
18 26 27 28 29 30

1.5. Mai-Feiertag
9.5. Muttertag

20.5. Christi Himmelfahrt
30.5. Pfingstsonntag
31.5. Pfingstmontag

Mai 2004

Woche M D M D F S S

18 1 2
19 3 4 5 6 7 8 9
20 10 11 12 13 14 15 16
21 17 18 19 20 21 22 23
22 24 25 26 27 28 29 30
23 31

10.6. Fronleichnam
21.6. Sommeranfang

Juni 2004

Woche M D M D F S S

23 1 2 3 4 5 6
24 7 8 9 10 11 12 13
25 14 15 16 17 18 19 20
26 21 22 23 24 25 26 27
27 28 29 30

Juli 2004

Woche M D M D F S S

27 1 2 3 4
28 5 6 7 8 9 10 11
29 12 13 14 15 16 17 18
30 19 20 21 22 23 24 25
31 26 27 28 29 30 31

1.8. Bundesfeier (CH)
15.8. Mariä Himmelfahrt

August 2004

Woche M D M D F S S

31 1
32 2 3 4 5 6 7 8
33 9 10 11 12 13 14 15
34 16 17 18 19 20 21 22
35 23 24 25 26 27 28 29
36 30 31

19.9. Eidgenössischer Bettag (CH)
22.9. Herbstanfang

September 2004

Woche M D M D F S S

36 1 2 3 4 5
37 6 7 8 9 10 11 12
38 13 14 15 16 17 18 19
39 20 21 22 23 24 25 26
40 27 28 29 30

3.10. Tag der Deutschen Einheit (D)
26.10. National-Feiertag (A)
31.10. Reformationstag (D)

Zeitumstellung

Oktober 2004

Woche M D M D F S S

40 1 2 3
41 4 5 6 7 8 9 10
42 11 12 13 14 15 16 17
43 18 19 20 21 22 23 24
44 25 26 27 28 29 30 31

1.11. Allerheiligen
17.11. Buß- und Bettag (D)
28.11. 1. Advent

November 2004

Woche M D M D F S S

45 1 2 3 4 5 6 7
46 8 9 10 11 12 13 14
47 15 16 17 18 19 20 21
48 22 23 24 25 26 27 28
49 29 30

5.12. 2. Advent
8.12. Mariä Empfängnis (A)

12.12. 3. Advent
19.12. 4. Advent
21.12. Winteranfang
24.12. Heiligabend
25.12. 1. Weihnachtstag
26.12. 2. Weihnachtstag
31.12. Silvester

Dezember 2004

Woche M D M D F S S

49 1 2 3 4 5
50 6 7 8 9 10 11 12
51 13 14 15 16 17 18 19
52 20 21 22 23 24 25 26
53 27 28 29 30 31

=

=

=

=

W. 1 W. 53Woche 2 Woche 3

Quick regerence guide
This overview shows you at a glance how to arrange your ring binder and where to find the related forms in your archive box.
This is a suggestion for optimal use of your Time/system, based on our decades of experience. However, not everyone shares exactly the same
set of tasks or the same style of working. Your Time/system is meant to live with you and to adapt flexibly to your requirements.
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Ring Ring
Binder Form Archive Box Number of Forms Binder

For use in medium-term planning;
monthly activity plans: next 2 - 3
months
Monthly plans: following 3 - max. 6
months

For use in long-term planning; 
annual overview: 1 - 2 copies: 
current and possibly next calendar
year; 
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Monthly Plan

For use in short-term planning; 
daily plan: current month, or 31
days, respectively, or 
weekly plan: current month, or 26
weeks, respectivelyDaily Plan

Index 1 - 10: 1 copy on top of the
divider 1 - 10
Activities checklist: as needed 
Notes: as needed
Copies: copies of your own 
documents; pricelists, corresponden-
ces, letters, reports etc.

Goal: 3 - 5 goals per year
Project/Activities checklist: 1 - 4
projects / activity plans per goal

TS-Part 52934 / © Copyright Time/system International a/s, Denmark, 1981, 02.

Index Ziele/Projekte

1
2
3
4
5
6
7
8
9

10

Start
Ziele Ressourcen

Durchführung
Meilensteine Kritische Erfolgsfaktoren

Abschluss
Ergebnisse Bewertung

Projekt

Beschreibung

Thema
Datum

Ziel 1
Ziel 2
Ziel 3

Beginn Kontrolltermine Ende
Teammitglieder

1 2 3 OK Aufgaben Wer Beginn Fertig bis

Goal

Description Target level

Theme

Milestones 1 2 3 OK

Activity Plan/Project Activity Plan/Project

Date

Milestones 1 2 3 OK

Follow up Follow up

TS-Part xxxxx / © Copyright Time/system Deutschland GmbH, 1980, 04.

Milestones 1 2 3 OK

Activity Plan/Project Activity Plan/Project

Milestones 1 2 3 OK

Follow up Follow up

Index 1-10

Project
Goal

Meeting: as needed 

Meeting

Ziel

Beginn Ende Ort

Teilnehmer

Thema

Datum

Nr. Besprechungspunkte › Lösung/Entscheidung OK

Meeting

Notes: as needed; 
Lined: as needed; 
Graph: as needed

Notizen

Thema Notizen OK

TS-Part 52949 / © Copyright Time/system International a/s Denmark, 1981, 02. 

1

2

3

4

5

6

7

Thema

Datum

TS-Part 52857 / © Copyright Time/system International a/s, Denmark, 1982, 02. TS-Part 52858 / © Copyright Time/system International a/s, Denmark, 1982, 02.

Graph
Lined

Notes

Telephone / address: as needed

Weekly Plan

or

Notizen

Thema Notizen OK

TS-Part 52949 / © Copyright Time/system International a/s Denmark, 1981, 02. 

1

2

3

4

5

6

7

Thema

Datum

Notes

Plans

Overview

Day /
Week

Notes

DataBank

Activities
Checklist

:

Activities
Checklist

:

:

Meetings

Goals/
Projects

Notes 

Info 

Contacts 

Datum OK Aktivität Wer D Beginn Fertig 
bis

Aktivitäten-Plan

D = Aktivität delegiert

31302928272625242322212019181716151413121110987654321

31302928272625242322212019181716151413121110987654321

1 2 3

Dezember 2003

Woche M D M D F S S

49 1 2 3 4 5 6 7
50 8 9 10 11 12 13 14
51 15 16 17 18 19 20 21
52 22 23 24 25 26 27 28
01 29 30 31

Januar

Woche M D M D F S S

01 1 2 3 4
02 5 6 7 8 9 10 11
03 12 13 14 15 16 17 18
04 19 20 21 22 23 24 25
05 26 27 28 29 30 31

Februar

Woche M D M D F S S

05 1
06 2 3 4 5 6 7 8
07 9 10 11 12 13 14 15
08 16 17 18 19 20 21 22
09 23 24 25 26 27 28 29

Januar 2004

Arbeitstage: D 21, A 20, CH 21 + 5 Samstage

Monthly Activity Plan

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 32 33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 48 49 50 51 52 53

221
22
23
24
25
26
27

14
15
16
17
18
19
20

7
8
9
10
11
12
13

31
1
2
3
4
5
6

24
25
26
27
28
29
30

17
18
19
20
21
22
23

10
11
12
13
14
15
16

3
4
5
6
7
8
9

26
27
28
29
30
1
2

19
20
21
22
23
24
25

12
13
14
15
16
17
18

5
6
7
8
9
10
11

29
30
31
1
2
3
4

22
23
24
25
26
27
28

15
16
17
18
19
20
21

8
9
10
11
12
13
14

1
2
3
4
5
6
7

23
24
25
26
27
28
29

16
17
18
19
20
21
22

9
10
11
12
13
14
15

2
3
4
5
6
7
8

26
27
28
29
30
31
1

19
20
21
22
23
24
25

12
13
14
15
16
17
18

5
6
7
8
9
10
11

29
30
31
1
2
3
4

M
D
M
D
F
S
S

Januar 2004 Februar 2004 März 2004 April 2004 Mai 2004 Juni 2004 Juli 2004 August 2004 September 2004 Oktober 2004 November 2004 D  

Aktivität/Thema Woche

=

=

=

=

Jahres-Projektplaner - Woche 2004

Project Overview /

Week

          

¡ = Neumond ¥ = Zunehmend ˆ = Vollmond × = Abnehmend

D

Januar 2004
Arbeitstage: D 21, A 20, CH 21 + 5 Samstage

1 D 1 Neujahr

2 F

3 S

4 S

5 M 2

6 D Hl. Drei Könige

7 M 3

8 D

9 F

10 S

11 S

12 M 3

13 D

14 M

15 D 4

16 F

17 S

18 S

19 M 4

20 D

21 M 1

22 D

23 F

24 S

25 S

26 M 5

27 D

28 M

29 D 2

30 F

31 S

Februar 2004
Arbeitstage: D 20, A 20, CH 20 + 4 Samstage

1 S 5

2 M 6

3 D

4 M

5 D

6 F 3

7 S

8 S

9 M 7

10 D

11 M

12 D

13 F 4

14 S

15 S

16 M 8

17 D

18 M

19 D

20 F 1

21 S

22 S

23 M 9

24 D Fastnacht

25 M

26 D

27 F

28 S 2

29 S

März 2004
Arbeitstage: D 23, A 23, CH 23 + 4 Samstage

1 M 10

2 D

3 M

4 D

5 F

6 S

7 S 3

8 M 11

9 D

10 M

11 D

12 F

13 S 4

14 S

15 M 12

16 D

17 M

18 D

19 F

20 S 1 Frühlingsanfang

21 S

22 M 13

23 D

24 M

25 D

26 F

27 S

28 S Zeitumstellung

29 M 2 14

30 D

31 M

 
         

  

 
         

 

 
         

  
  

=

=

=

=

Daily Overview

Project 
Overview / Day

:
:

:
:

:
:

Datum
 O
K
Aktivität
 W
er
 D
 Beginn
 Fer
tig

bis


Aktivitäten-Checkliste


D
=
Aktivität delegier
t


1
 2
 3


Activities Checklist

Date OK Activity Delegate D Start Due
to Date Date

Activities Checklist

D = Delegated for Action

1 2 3

TS-Part 57200 / © Copyright Time/system International GmbH, 1980, 04. EN

Activities Checklist

TS-Part 53346 / © Copyright Time/system International GmbH, 1982, 03. 

atb j

Telephone /

address

:

Infos


