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Time Management Tool*

In order to manage your time effectively, you must have a system or a
process for prioritizing your action items. The grid below can help you
determine the level of priority and time sensitivity of each of your
action items.

Note: This exercise assumes that you‘ve already identified your goals.
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The Goal Attainment Workbook — Time Management Exercise

*Adapted from Steven R. Covey’s Time Management Matrix.

Block 1 (Low Priority/Low Time Sensitivity): All items in this
block should either be ignored or discarded.
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Block 2 (High Priority/Low Time Sensitivity): The items in this
block should be tracked. They will eventually move to Block 3 as they
become more time sensitive.

Block 3 (High Priority/High Time Sensitivity): These items
require your immediate action. This is where you will focus 80% of
your time.

Block 4. (Low Priority/High Time Sensitivity): These actions have
to be done because they are time sensitive but they are not critical
toward achieving your goal. You shouldn’t waste your time on them if
you can avoid it. These items should be delegated.

Once you've identified the priorities that need your immediate
attention - Take Action!

Record the action items from Block 3 below and check them off upon
completion.
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Note: The time management grid can be used each time you need to
refresh or prioritize your action items.
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