Time Management Matrix
“Time is nature’s way of keeping everything from happening at once.”
- Woody Allen

The ‘Time Management Matrix’ enables you to take swift and effective control of
the competing demands on your time, ensuring you achieve maximum output from
the finite time that we all have been given.
This example shows typical activities within each of four quadrants. Populate your
own blank matrix with all of the things that are currently on your to-do list.
Then, if you’re using the tool properly, and in a disciplined manner (the key is
‘discipline’), you will have some challenging trade-offs and decisions to make!

LESS IMPORTANT

MORE IMPORTANT

Begin by tackling the tasks in Q1, then move directly to Q2, with allowance for
some activities in Q3. Resist and desist from engaging in any Q4 activities; there
lies procrastination, lack of progress and ultimately failure in business and in life.
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LESS URGENT

MORE URGENT

Q 2 - Plan to do

Q 1 - Do it now

Long-range planning, scheduling
Project work, value-adding tasks
Research, investigation, analysis
Networking, relationship-building
Creative thinking, ‘blue skying’
Learning, reading, development
Training and developing staff
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Q 4 – Resist/cease
•

•
•
•

•
•

Comfort activities e.g. web surfing,
cigarette breaks, making coffee
Chat, gossip, texting and socialising
Reading jokes or irrelevant material
Non value-adding activities, such as
re-writing your ‘to do’ list!
Unnecessary adjusting of equipment
Overly fussing or perfecting things

Dealing with emergencies and crises
Complaints from customers
Demands from the boss
Overdue work & expiring promises
Daily meetings/fire-fighting
Time-sensitive reports & papers
Dealing with staff issues/problems

Q 3 - Reject and explain
•
•
•
•
•
•
•
•

People dropping by ‘for a minute’!
Unnecessary meetings
Apparent emergencies
Ad-hoc interruptions and distractions
Trivial requests from others
Unimportant telephone calls
Attending non-critical meetings
Misunderstandings

