
PRIORITIZING YOUR TIME 
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Quadrant of  

THE ZONE 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
(Planning, organizing, reading/reviewing, self-

quizzing,)  

Quadrant of  

DEMAND 
__________________________ 
__________________________ 
__________________________ 
__________________________ 

(crisis, project due, pressing issue) 

Quadrant of  

ILLUSION 
__________________________ 
__________________________ 
__________________________ 
__________________________ 

(Interruptions, some calls/emails, some meetings) 

Quadrant of  

ESCAPE 
__________________________ 
__________________________ 
__________________________ 
__________________________ 

(Time wasters, social media, internet surfing, busy 
work) 

Are you in The Zone?  

Identify your tasks and place them in the 

appropriate quadrants.  


