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BECAUZ: ACCELERATING EFFECTIVENESS

URGENT NOT URGENT

N
O

T 
IM

P
O

R
TA

N
T

IM
P

O
R

TA
N

T 1. Necessity
Quadrant I is for things that we care about and that 
must be done now. This is where we find crises, 
emergency meetings, last-minute deadlines, pressing 
problems, and unforeseen events. Time spent here is 
necessary, but you usually get a return that’s equal to 
or less than the time and energy you spend. 

2. Effectiveness
Quadrant II is for things that really matter to your results but that 
won’t happen unless you act on them. It’s the Quadrant of 
Extraordinary Productivity because it’s where you find the things that 
really make a difference, like proactive work, achieving high- impact 
goals, creative thinking, planning, prevention, relationship building, 
learning, and renewal. These things don’t come at you. You have to 
decide to invest your time in Quadrant 2. Time spent here always 
generates a return far greater—often exponentially greater—than the 
time and energy you put into it.

3. Deception
Quadrant III is for things that we feel like we need to 
act on because they clamor for our attention. But 
when we take a closer look, they turn out to be 
unimportant, low-value activities - needless 
interruptions, unnecessary reports, irrelevant 
meetings, other people’s minor issues. Time spent in 
this quadrant will make you feel very busy, but 
ultimately ineffective and unfulfilled.

4. Waste & Excess
Quadrant IV We really shouldn’t be here at all, but we often get so 
worn out spending time in Quadrants 1 and 3 that we go here as a 
way to escape. This is a place where we shut off our brains and don’t 
do anything of value. Here we find trivial work along with excessive 
television, gaming, Internet surfing, gossip, and other time-wasters. If 
you spend a lot of time here, you’re likely to feel lethargic, ineffective, 
and unfulfilled.
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GROWTH: Vision, BHAG, Growth, Strategy, 
Production, Capability

MAINTENANCE: Mission, Whirlwind, Doing 
your job, Maintaining, Operations, Production.

ELIMINATE: Low leverage, Say “NO!”
Jim Collin’s “Stop Doing List.”

Great

Good

Bad

Clarifying Questions

1. When does this activity really need to be 
done?

2. Is there another resource or method to get 
this activity done?

3. What is the potential impact of this activity 
on our most important goals?

4. Which of my priorities is most important to 
do now?

PAUSE CLARIFY DECIDE

IS IT
IMPORTANT

?


