In the 7 Habits program, they have established the Time Matrix. There are four quadrants between which we divide our time. (Explain)

I want each of you, on your quadrant handout, to guesstimate the amount of time you spend in each quadrant (a percentage) 
Each of you will take a card and go stand in the quadrant that you think that task or activity belongs. Feel free to move someone else to another quadrant if you think they are in the wrong space. You have 2 minutes to get set.

Each person should read their card and the group decides if they are in the correct spot. (Suggested answers are the Q#, but can be up for discussion.)
Q 4 - BUSY WORK

Q 3 - MINOR INTERRUPTIONS

Q 2 - EXERCISE

Q 4 - EXCESSIVE TV OR INTERNET

Q 1 - DEADLINE-DRIVEN PROJECTS

Q 4 - UNNECESSARY MEETINGS (Q 3)

Q 2 - RELATIONSHIP BUILDING

Q 2 - PLANNING

Q 1 - CRISIS

Q 1 - PRESSING PROBLEMS

Q 2 - NEEDED RELAXATION

Q 2 - EMPOWERMENT

Q 2 - VALUES CLARIFICATION

Q 3 - NEEDLESS INTERRUPTIONS

Q 3 - UNNECESSARY REPORTS

Q 3 - OTHER PEOPLE’S ISSUES

Q 3 - UNIMPORTANT MEETINGS

Q 3 - PHONE AND MAIL MESSAGES (or any quad)

Q 3 - PHONE CALLS TO RETURN (or any quad)

Q 4 - IRRELEVANT MAIL

Q 4 - ESCAPE ACTIVITIES

Q 2 - PREPARATION

Q 2 – PREVENTION

Q4 – DROP IN VISITORS

Q2 – CLUTTERED WORK AREA

If you don’t want to use quadrants, you can use the following page as a handout for them to guess which quadrant each fits.
____ - BUSY WORK

____ - MINOR INTERRUPTIONS

____ - EXERCISE

____ - EXCESSIVE TV OR INTERNET

____ - DEADLINE-DRIVEN PROJECTS

____ - UNNECESSARY MEETINGS (Q 3)

____ - RELATIONSHIP BUILDING

____ - PLANNING

____ - CRISIS

____ - PRESSING PROBLEMS

____ - NEEDED RELAXATION

____ - EMPOWERMENT

____ - VALUES CLARIFICATION

____ - NEEDLESS INTERRUPTIONS

____ - UNNECESSARY REPORTS

____ - OTHER PEOPLE’S ISSUES

____ - UNIMPORTANT MEETINGS

____ - PHONE AND MAIL MESSAGES (or any quad)

____ - PHONE CALLS TO RETURN (or any quad)

____ - IRRELEVANT MAIL

____ - ESCAPE ACTIVITIES

____ - PREPARATION

____ - PREVENTION

____ - DROP IN VISITORS

____ - CLUTTERED WORK AREA
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