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The Time Management Matrix

Tasks can be categorized as urgent/not urgent or as important/not important. Obviously these
are sliding scales rather than black/white categories but the following table maps the type-cases.

Urgent Not urgent

! !
Important Quadrant 1 Quadrant 2
e Crises ¢ Prevention
e Pressing problems ¢ Relationship building
o Deadline-driven projects * Recognizing new opportunities
* Planning, recreation
I ! !
Not Quadrant 3 Quadrant 4
Important ¢ Interruptions, some calls o Trivia, busy work
* Some mail, some reports ¢ Some mail
* Some meetings ¢ Some phone calls
* Proximate, pressing matters o Time wasters
o Popular activities o Pleasant activities

Based on Covey S R (1989) The Seven Habits of Highly Effective Peopie; Simon & Schuster

This matrix presents the following four categories of time demands and activities:

Quadrant | is both Urgent and Important. This is the Quadrant of Crisis as it deals with significant
results that require immediate attention. Some people spend most of their time in this Quadrant and

experience stress and burnout doing crisis management. While leaders need to spend time in this
Quadrant because it is the place where they manage, produce and respond to needs, they must
realize that many important activities become urgent through procrastination, or because of a lack
of prevention and planning.

Quadrant Il is Important but not Urgent. This is the Quadrant of Quality where leaders do long-
range planning, anticipate and prevent problems, empower others, and increase skills through
personal development. Ignoring this Quadrant enlarges Quadrant |, creating stress, burnout and
deeper crises. Quadrant |l does not act on leaders, they must act on it.

Quadrant IIl is Urgent but Not Important. This is the Quadrant of Deception because here leaders
react to things that are urgent assuming they are also important. Often the urgency of these matters
is based on the priorities and expectations of other people. Operating here produces a short-term
focus, broken relationships and a loss of control. Leaders spend a lot of time in Quadrant IlI
meeting other people's priorities and expectation, thinking they are actually in Quadrant |.

rant [V i I Not | . This is the Quadrant of Waste reserved for those
activities that are done as an escape from Quadrant | and Il activities. Examples of such

activities include reading light novels or watching mindless television shows. Quadrant IV is not
survival, it is deterioration. True recreation takes place in Quadrant II.
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