Four Quadrant Exercise

Evaluate your current activities by listing them under the quadrant in which they fall.  Examples for quadrant I might include work that has external deadlines, children’s activities, family emergencies, etc.  Examples for quadrant II would include all non-deadline activities that are important to your true priorities from self-care to planning to self-expression to rejuvenating hobbies to developing relationships.  Examples for quadrant III include most interruptions—things that are urgent to others but not important to you.  That quadrant may also include things you are treating as important that are not in line with your priorities.  Quadrant IV involves time wasters that typically occur in response to the stress of the two urgent quadrants.  The more time you spend in quadrant III, the more time you will spend in quadrant IV by default.  Activities are different for each person, but you know when you are wasting time by puttering, excess talking or emailing, surfing the net, watching TV, napping, etc. because you are stressed, bored, afraid, etc. in contrast to the rejuvenating, planned activities in quadrant II. 

Goal = most time spent in quadrant II; some time in quadrant I; eliminate quadrant III which will often in turn eliminate quadrant IV

	I

Urgent & Important

	II

Non-Urgent & Important

	III

Urgent & Unimportant


	IV

Non-Urgent & Unimportant


