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Session 1 - Balance Your Time
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[image: ]We live in a time pressured world where it is common to have multiple commitments that require immediate attention now. Urgency is no longer reserved for special occasions, it is everyday occurrence. How can one manage the ﬂood of responsibilities, do excellent work, reach goals and maintain a positive frame of mind? The Covey time management grid is an effective method of organizing your priorities. 
source: Stephen Covey, 7 Habits of Highly Effective People 
Quadrant I is for the immediate and important deadlines. 
Quadrant II is for long-term strategizing and development. 
Quadrant III is for time pressured distractions. They are not really important, but someone wants it now.
Quadrant IV is for those activities that yield little is any value. These are activities that are often used for taking a break from time pressured and important activities.
The Bottom Line: Do Important things First!
Using the worksheet below, take your current ‘to-do’ list and sort all the activities into the appropriate grid. Then, assess the amount of time you have to accomplish the lists and, if necessary, reallocate activities.
[image: ]Covey’s Time Management Matrix 
[image: ]Kansas State University is committed to making its services, activities and programs accessible to all participants. If you have special requirements due to a physical, vision, or hearing disability, contact Denise Sullivan, 913-364-5700.
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STEPHEN COVEY'S TIME MANAGEMENT MATRIX
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Quadrant 1

Crises
Pressing Problems
Projects with Deadlines

Quadrant 2

Relationship Building
Planning
Recreation

NOT IMPORTANT

Quadrant 3

Interruptions
Some Phone Calls
Some Mail
Some Reports

Quadrant 4

Busy Work
Some Phone Calls
Some Mail
Time Wasters
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Covey’s Time Management Grid

Quadrant I: Urgent & Important

Quadrant IT: Not Urgent & Important

Quadrant III: Urgent & Not Important

Quadrant IV: Not Urgent & Not
Important

USGS OEOD Time Management Grid
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