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QUADRANT 2 TIME MANAGEMENT*
Today’s date: __________________________
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KEY:

1. Important/Urgent: These are “must-do” items which are important to you as well as urgent to someone else. Examples include bill paying, performing at work, etc.

2. Important/Not Urgent: These are items of importance to you, such as your health, family relationships, personal goals and vision, but they are not accountable to anyone else. Successful people spend some time in Quadrant 2 on a daily basis.

3. Not Important/Urgent: These are items that are not important to you, but are needed by others. Delegate or automate these items.

4. Not Important/Not Urgent: Discard items that are not important to you or anyone else. Successful people spend less than 1% of time in this quadrant.

*Based on Covey, S., Merrill, A. and Merrill, R. First Things First. New York: Fireside, 1994.

