
Making t ime for  things  that
matter

Important  act iv i t ies  have  an
outcome that  leads  to  the
ach ievement  of  your  goa ls ,
whether  these  are  p rofess iona l  o r
persona l .  
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Urgent & important
e.g. crises, emergencies,
last minute preparations,
deadline driven projects

Urgent & not important
e.g. interruptions, emails,
phone calls, some
meetings 

Not urgent & not important
e.g. trivia, social media
scrolling, TV, "tweaking" &
"paper shuffling"

Not urgent & important
e.g. strategic planning,
personal development,
relationships, health &
wellbeing

Urgent  act iv i t ies  demand
immediate  a t tent ion  and  are  of ten
assoc ia ted  wi th  the  ach ievement
of  someone  e lse 's  goa ls .

Adapted  From Stephen  Covey 's  7  Hab i ts  o f
H igh ly  E f fec t i ve  Peop le

Q u e s t i o n s  f o r  r e f l e c t i o n s  

On an  average  day ,  how do  you  th ink  your  t ime is
d iv ided  across  the  four  quadrants?  
You may  a l ready  have  an  idea  o r  e lse  p lo t  your  ac t i v i t i es  across
the  four  quadrants  fo r  a  coup le  o f  days  to  see  how they  fa l l .

How do  you  fee l  as  a  resu l t?
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How would  you  l i ke  to  d iv ide  your  t ime?  

What  is  one  th ing  can  you  do  to  he lp  you  ach ieve
th is?
Perhaps  there  a re  th ings  you  cou ld  schedu le  f i rs t ,  de legate  to
others  o r  defe r  to  la te r .
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