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Time Management – The Urgent/Important Matrix 
 
BACKGROUND 
Former US President Eisenhower used the so-called “Eisenhower Principle” to organize his tasks. He is quoted as 
saying, "What is important is seldom urgent and what is urgent is seldom important." 
Dr Stephen Covey made these concepts mainstream, calling it "The Urgent/Important Matrix" in his famous book 
The 7 Habits of Highly Effective People.  
 
How do you spend your time? Are you constantly interrupted by others? Do you always seem to move from one 
crisis to another? Perhaps you are not prioritizing your time as well as you could… 
  
Time is obviously best spent in Quadrant 2 – Important but Non-Urgent tasks. I wonder: 

 

• Which quadrant do you spend most time in? 
• Perhaps you can find specific examples that are relevant to YOU for each quadrant.  
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• How could you improve how you spend your time? 
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

QuadrantQuadrant 3

Quadrant 1 Quadrant

__________________  
__________________  
__________________  

IINNTTEERRRRUUPPTTIIOONNSS  
 

Needless interruptions 
Interruptions from Others 
Unimportant Meetings 
Unimportant Phone calls 
Unimportant Mail/Email 
Other People’s Minor Issues 

 
 
 
 
 
 

__________________  
__________________  
__________________  

CCRRIISSEESS  
 

Minor and Major Crises 
Pressing Problems 
Deadlines 
Meetings 
Projects 
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NON-URGENT 

Why not post this on your fridge or somewhere you will see it regula
__________________  
__________________  
__________________  

GGOOAALLSS  &&  CCLLAARRIIFFYYIINNGG  
 

Preparation 
Prevention 
Planning 
Values Clarification 
Building Relationships 
Clarifying 
Goal Setting 
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rivia 
Busy” Work (distractions) 
ome phone calls 
our own special Time-wasters 
Escape” activities 
rrelevant mail or email 
xcessive TV, Internet usage 
xcessive relaxing/sleeping 

_________________ 

_________________ 

_________________ 
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