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	Urgent
	Not-Urgent

	Important
	This is quadrant I

The tasks that are in this box tend to be:

· Crisis

· Pressing Problems

· Deadline driven project tasks that have approached their deadline without sufficient progress done ahead of time (These were typically in quadrant II for a long time).
· Tasks that were in quadrant II, but were not done ahead of time, so now they are “Urgent”.


When working with items in this box, you should assign the task to a person or a group of people and assure you have communicated the urgency clearly to those responsible.  You need to delegate, otherwise these items will lead to difficult to manage stress and will result in you always putting out fires and eventually burning out.
	This is quadrant II – This is where you want most of your work to be as it is the most efficient and effective.
The tasks that are in this box tend to be:

· Planning

· Prevention

· Capability Improvements

· New Opportunities

· Items that if not done in a timely manner will become “urgent” and move to quadrant I
When working with items in this box, you should assign the tasks to a person or a group of people and assure you have communicated the status (important, but not urgent).  This will lead to less stress for you and your staff and will result in fewer crises, more vision and perspective and will create a new sense of discipline in yourself and your direct reports.

	Not – Important
	This is quadrant III
The tasks that are in this box tend to be:

· Popular items that do not lend themselves to long range goals

· Some meetings that you may need to be ad hoc rather than a full time team member

· Crisis management

· Reputation items

When you first complete this, you will find a number of items in this box, and that is okay.  You need to determine how to get the items out of this box and moved to more productive segments of your team’s job.  If you don’t, you will tend to have a feeling of victimization, being out of control, and you may feel that your character or reputation is “on this line”.  Working in this quadrant is very stressful, but at the same time provides very few quantitative results.
	This is quadrant IV
The tasks in this box tend to be:

· Busy work

· General maintenance items that if not done will eventually move to quadrant II

· Time wasters

· Pleasant activities that can be helpful to team building

Having items in this box is not necessary a bad thing as long as you have a plan to manage them.  Typically, it is advisable NOT to assign these tasks to an individual or a team (unless they move to quadrant II because the importance has changed).  However, anytime a team member has downtime where they are not actively involved in a task, they should see what is on this list, and they should pick whichever task they want and complete it.  This puts the staff member in charge of their own destiny once they have met their assignments and will get you “ahead of the game” as far as your tasks are concerned.
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