


A sample of a time management matrix worksheet:
	Task Importance
	Urgency

	Important and Urgent
	

	Important but Not Urgent
	

	Not Important but Urgent
	

	Not Important and Not Urgent
	


Instructions:
1. List all of your tasks for the day or week in the appropriate quadrant of the matrix based on their level of importance and urgency.
2. Prioritize the tasks in each quadrant, starting with the ones that are most important and urgent.
3. Schedule time in your day or week to complete the tasks in each quadrant based on their priority level.
4. Re-evaluate the matrix regularly to make sure you are staying on track and adjusting as needed.
Examples: Important and Urgent:
· Meeting with boss to discuss project deadline
· Urgent client request that needs immediate attention
· Doctor's appointment for a health concern
Important but Not Urgent:
· Professional development training or course
· Strategic planning for long-term goals
· Networking events or meetings
Not Important but Urgent:
· Answering emails or phone calls
· Running errands or household chores
· Responding to non-urgent requests or invitations
Not Important and Not Urgent:
· Mindless scrolling on social media
· Watching TV or browsing the internet for entertainment
· Other low-priority tasks or activities that do not contribute to personal or professional growth.
Remember to prioritize tasks based on their level of importance and urgency, and allocate your time and energy accordingly. The time management matrix can help you stay focused and productive, while also allowing for flexibility and adaptation as needed.
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