




 
 

If you fail to plan,  
you are planning to fail 

~ Benjamin Franklin 









Habit 3:  
Put first things first 





It’s easy to say no  
if there’s a deeper “YES!”  

burning  inside. 
 

~ Stephen Covey 



URGENT NOT URGENT 
IM

PO
R

TA
N

T Q1 
Crises 
Pressing problems 
Deadline-driven projects, 
meetings or preparation 
 
 

Q2 
Relationship building 
Values/purpose clarification 
Prevention 
Planning 
True re-creation 
 

 N
O

T 
IM

PO
R

TA
N

T Q3 
Interruptions 
Some mail, phone calls or 
meetings 
Some pressing matters 
Many popular activities 
 
 

Q4 
Trivia 
“Busy work” 
Some phone calls 
Time wasters  
“Escape activities” 
 
 



 
 
 
 
 
 
 
 
 
 

URGENT NOT URGENT 
IM

PO
R

TA
N

T Q1 
 

DEMAND 
 
 

Q2 
 

FOCUS 
 
 

 N
O

T 
IM

PO
R

TA
N

T Q3 
 

ILLUSION 
 
 
 

Q4 
 

ESCAPE 
 
 
 









Habit 7:  
Sharpen the saw 





Mental Physical 

Spiritual Social/Emotional 



URGENT NOT URGENT 
IM

PO
R

TA
N

T Q1 
Crises 
Pressing problems 
Deadline-driven projects, 
meetings or preparation 
 
 

Q2 
Relationship building 
Values/purpose clarification 
Prevention 
Planning 
True re-creation 
 

 N
O

T 
IM

PO
R

TA
N

T Q3 
Interruptions 
Some mail, phone calls or 
meetings 
Some pressing matters 
Many popular activities 
 
 

Q4 
Trivia 
“Busy work” 
Some phone calls 
Time wasters  
“Escape activities” 
 
 



 

”Don’t ever neglect sharpening the 
saw. Don’t come up with reasons  

for not doing it.  
 

Pay the price – the dividends are 
unbelievably marvelous!” 

 
~ Stephen Covey 













P In Progress ✓ 
•  Xmas prep 
•  Invoicing 
•  Plan trip 

Max. 3-5! 

•  Website 
•  Find proof-

reader 
•  Contract 
•  Write blog 
•  LinkedIn 

training 
•  … 
•  … 
•  … 

•  Job ABC 
•  Give talk 
•  Follow-ups 
•  … 
•  … 
•  … 
•  … 
•  … 
•  … 

PURPOSE & VALUES 

VISION 











Which tool or 
activity do you 
choose to work 

with? 



What are you 
committing to? 



1  Start with one tool or process – it 
will affect all others  

2  Begin with what’s most important 
to YOU 

3  Don’t ever give up! 
 

Conclusions 



Don’t EVER give up! 







Thank you! 
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