
TIME
MANAGEMENT 

L E A R N  T O  A V O I D

L E A R N  T O  L I M I T

L E A R N  T O  M A N A G E

L E A R N  T O  F O C U S

URGENT & NOT IMPORTANT

Interruptions Busy workSome meetings
and calls

NOT IMPORTANT & NOT URGENT

Time wasters

Pleasant
activities

Entertainment 

URGENT & IMPORTANT

Crises Deadline-
driven tasks

Things that need
immediate

attention/action

NOT URGENT & IMPORTANT

Planning &
finding new

opportunities
Relationship

building
Personal
Growth


