
  MANAGE YOUR TIME 
Fill in YOUR Matrix
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Quadrant I 
PROCRASTINATOR

Quadrant II  
PRIORITIZER

Quadrant III 
YES-MAN

Quadrant IV
SLACKER

• Plans ahead

• Manages time well

• Balances school, work, home

• Manages money around priorities

• Wellness matters

• Sees options in unexpected events

• Texting endlessly

• Distracted by other’s small 

problems

• Consumed by social media

• Says “yes” at expense of taking 

care of important tasks

• Stuck on social media

• Nonstop gaming

• Mindless gossip

• Busy work vs productive work

• Master at wasting time

• Avoidance of responsibility

• Test tomorrow, haven’t studied

• Essay due tomorrow, haven’t 

started

• Car ran out of gas

• There’s always a crisis


“Procrastination is the thief of time.”  Edward Young

What tasks / events can you manage differently to maximize your time for 
those that fall into Quadrant 2?

Establish your “big rocks,” the important tasks, not just 
the urgent ones.  Put your big rocks first.



MANAGE YOUR TIME 
How are you spending your time?
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Quadrant I 
PROCRASTINATOR

Quadrant II  
PRIORITIZER

Quadrant III 
YES-MAN

Quadrant IV
SLACKER


