HOW TIME IS SPENT
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Stephen Covey divides a manager’s time into four quadrants. You've certainly experienced the frustration of spending all of your time in the two quadrants on the left side, and none in the upper right quadrant. Part of effective management is setting aside the time to reflect, to be creative, and to be proactive. This chart is one tool to help that effort.
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•	Interruptions


•	Routine correspondance


•	Some meetings


•	Some phone calls


•	Many immediately pressing matters

















I


•	Crises and emergencies


•	Deadlines


•	Preparation for urgent meetings, reports, etc.








II


•	Planning


•	Relationships


•	Reflection


•	Preparation


•	Prevention


•	Some training








IV


•	Trivia


•	Meaningless reports


•	Some training


•	Some phone calls


 •  Surfing the Web


 •  Junk mail











