Time Management Matrix 


	Urgent
	Not Urgent 

	 








           Important                                                                        
	1 - DO NOW 

 emergencies, complaints and crisis issues 

 demands from family and support workers

 deadline driven tasks 

 meetings and appointments 

 job applications

Prioritize these tasks according to their urgency.
	2 - PLAN TO DO 

 planning, preparation and scheduling 

 researching and  investigating 

 building relationships 

 anticipation and prevention of problems

Critical to success: plan time slots for these tasks.

	



       Not Important 
	3 - REJECT AND EXPLAIN 
 trivial requests from others 

 interruptions and distractions 

 pointless routines or activities (if you have the choice) 

Examine requests from others. Are you the right person to do the task? 
Do you have time to complete the task? 
Should the person asking for you to complete the task be doing it themselves.
	4 - RESIST AND DECEASE

[bookmark: _GoBack] excessive texting, net surfing 

 Inappropriate chat, gossip, and social communications 

 excessive video gaming

 daydreaming, doodling

These activities are not productive. Minimize them or cease doing them completely.




