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THE TIME MATRIX
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THE TIME MATRIX

Live North of the Line
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THE PRODUCTIVITY PYRAMID—Identify Values

____________________________________________________________

____________________________________________________________

G o verning        v a lues     a re  :

Plan
Daily

Plan Weekly

Set Goals

Identify Values
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THE PRODUCTIVITY PYRAMID—Set Goals

Goal Planning

Steps (how?)

Goal (what?/when?):

Value/Mission/Role (why?):
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Goals

Deadlines

g o a l - s e t t i n g  t i p s

1. Write it down.

2. Give it a deadline.

3. Break it down into doable chunks.

4. Commit.
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THE PRODUCTIVITY PYRAMID—Plan Weekly

Sample roles

Administrator

Architect

Artist

Brother

Caregiver

CEO

CFO

Challenger

Chairperson

Citizen

Coach

Companion

Consultant

Counselor

Daughter

Designer

Director

Editor

Energizer

Friend

Grandparent

Inventor

Manager

Musician

Neighbor

Parent

Partner

Peacemaker

Reporter

Salesperson

Sister

Son

Spouse

Supervisor

Teacher

Technician

Trainer

Vice-president

Volunteer

Writer

Have you ever considered the strength of your 
relationships as a measure of your success?

____________________________

____________________________

____________________________

____________________________

____________________________

____________________________

____________________________

____________________________

____________________________

____________________________

____________________________

____________________________

____________________________

____________________________

Role relationship

If I lived this role perfectly, what would my behaviors be?
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THE PRODUCTIVITY PYRAMID—Plan Weekly

three steps to weekly planning

1. Review roles.

2. Choose big rocks.

3. Schedule the week.

tips

When? Before the week begins.

Where? Someplace quiet.

How Long? 10–15 minutes.

big Rocks come from:

• Conscience.

• Values.

• Goals.

• Key projects.
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M y  W ee  k ly   C o m p a ss

What is the most important thing I can do today?
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THE PRODUCTIVITY PYRAMID—Plan Daily
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� Completed
� Forwarded
� Deleted

G Delegated

• In Process
�
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27 28 29 30
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30 31 1
2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29

March 

ABC Prioritized Daily Task List

Appointment Schedule

�
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1 2 3
4 5 6 7 8 9 10
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25 26 27 28 29 30 31

May

S M T W T F S

11
Friday
April

Call travel agent

Daily planning
Buy gift
Call literacy administrator
Finalize sales report
Read professional journal
Call Wendy

A1
C1
A2
B2
A3
B3
B1

A= ________________________
B= ________________________
C= ________________________

When? Morning or evening.

Where? Someplace quiet.

How Long? 5–10 minutes.

t i p s

Think ROI!

Important
Medium Importance
Low Importance
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T he   C o ur   F o ur

• �Tasks    

• �Appointments/Calendar Entries

• Notes     

• Contacts  

the core four

a n  e f f ective       p l a nning      system       is  :

1. Integrated

2. Mobile

3. Personalized



H= HOME
M= Mobile Tasks Appointments Notes Contacts
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My planning System Builder
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