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STEPHEN COVEY'S TIME MANAGEMENT MATRIX
(with our own examples)
Urgent Not Urgent
Quadrant 1 Quadrant 2
- « Site outages « Strategic planning
§ « Missing a quarter « Painting a vision
‘g'_ « Co-founder leaving «+ Alignment
E « PR crises « Communication
« Other "fire fighting” « Inspiring the team
scenarios « Delegation
« Taking care of your health
Quadrant 3 Quadrant 4
« Unnecessary phone calls « Any time wasters
E « Emails from people you don't « Getting distracted by the startup
S know "scene” (some parties and
E « Many social network updates conferences)
E « Any distractions that interrupt + Meeting everyone who requests
= your daily flow and can be time on your calendar
dealt with later + Micromanaging everything
» Blindly following what everyone
else is doing
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