
first things first covey worksheet
first things first covey worksheet is an essential tool designed to help
individuals prioritize tasks and manage time effectively based on principles
from Stephen R. Covey’s renowned time management matrix. This worksheet
emphasizes the importance of distinguishing urgent activities from important
ones, enabling users to focus on what truly matters. By leveraging the first
things first Covey worksheet, individuals can enhance productivity, reduce
stress, and achieve long-term goals systematically. The worksheet typically
categorizes daily tasks into four quadrants, promoting proactive planning
rather than reactive urgency. This article delves into the structure,
benefits, and practical applications of the first things first Covey
worksheet, providing a comprehensive understanding of its role in personal
and professional time management. Readers will also find guidance on how to
implement this method effectively and maximize its impact in various
contexts.

Understanding the First Things First Covey Worksheet

The Four Quadrants Explained

Benefits of Using the Worksheet

How to Effectively Use the First Things First Covey Worksheet

Practical Tips and Best Practices

Understanding the First Things First Covey
Worksheet
The first things first Covey worksheet is grounded in the time management
philosophy introduced by Stephen R. Covey in his book "The 7 Habits of Highly
Effective People." It is designed to assist users in identifying priorities
by categorizing tasks based on their urgency and importance. This tool
encourages a shift from a reactive mindset—where individuals focus solely on
urgent matters—to a proactive approach, emphasizing activities that
contribute to long-term success and well-being.

Typically, the worksheet is structured as a matrix divided into four
quadrants, each representing a different type of task. By filling out this
worksheet regularly, users gain clarity on where their time is being spent
and how to allocate it more wisely. The first things first Covey worksheet
serves as a practical guide to making deliberate choices that align with
personal values and objectives.



Origin and Purpose
The concept behind the first things first Covey worksheet originates from
Stephen Covey’s emphasis on effectiveness rather than mere efficiency. Its
purpose is to help individuals prioritize tasks that are important but not
necessarily urgent, ensuring that critical goals are not overshadowed by
pressing but less meaningful activities. The worksheet promotes disciplined
time management and goal-oriented planning.

The Four Quadrants Explained
At the core of the first things first Covey worksheet is the division of
tasks into four quadrants, each representing a different intersection of
urgency and importance. Understanding these quadrants is crucial for
effective prioritization.

Quadrant I: Urgent and Important
This quadrant includes crises, pressing problems, and deadline-driven
projects. Tasks here demand immediate attention and are critical for short-
term success. Although it is necessary to address these responsibilities,
spending excessive time here often leads to burnout.

Quadrant II: Not Urgent but Important
Tasks in this quadrant focus on long-term achievements such as planning,
relationship building, and personal development. The first things first Covey
worksheet encourages spending more time in Quadrant II to prevent problems
and foster growth.

Quadrant III: Urgent but Not Important
These tasks may seem urgent because of interruptions or deadlines but do not
significantly contribute to long-term goals. They often include distractions
like certain emails or meetings. Recognizing and minimizing time spent here
is a key benefit of the worksheet.

Quadrant IV: Not Urgent and Not Important
Activities in this quadrant are time-wasters, such as excessive social media
use or trivial tasks. The worksheet helps identify these activities so they
can be reduced or eliminated to improve productivity.



Benefits of Using the Worksheet
The first things first Covey worksheet offers numerous advantages for
individuals and organizations focused on improving time management and
productivity. It fosters clarity, intentionality, and balance in daily
routines.

Enhanced Prioritization: By clearly categorizing tasks, users can focus
on what truly matters.

Reduced Stress: Managing urgent and important tasks proactively helps
avoid last-minute crises.

Improved Productivity: Focusing on important but not urgent activities
drives long-term success.

Better Time Allocation: Users learn to minimize distractions and time-
wasting activities.

Goal Alignment: The worksheet aligns daily actions with broader personal
and professional goals.

How to Effectively Use the First Things First
Covey Worksheet
Implementing the first things first Covey worksheet requires consistent
practice and honest self-assessment. The following guidelines outline an
effective approach for maximizing its benefits.

Step 1: List Daily Tasks
Begin by writing down all tasks and responsibilities for the day or week.
This comprehensive list forms the basis for categorization.

Step 2: Categorize Tasks into Quadrants
Assign each task to one of the four quadrants based on its urgency and
importance. This step requires critical evaluation to avoid
misclassification.



Step 3: Prioritize Quadrant II Activities
Focus on scheduling and dedicating time to important but not urgent tasks to
build momentum toward long-term goals.

Step 4: Limit Time on Quadrants III and IV
Identify potential distractions and interruptions and develop strategies to
minimize or delegate these tasks.

Step 5: Review and Adjust Regularly
Consistently review the worksheet to reflect changes in priorities and to
improve time management habits over time.

Practical Tips and Best Practices
To maximize the effectiveness of the first things first Covey worksheet,
consider the following practical tips and best practices.

Be Honest and Realistic: Accurate task assessment is essential for
proper quadrant placement.

Use Time Blocks: Allocate specific time blocks for Quadrant II
activities to ensure they receive attention.

Set Boundaries: Learn to say no to non-essential urgent tasks that do
not align with your goals.

Leverage Digital Tools: Utilize calendar apps or task management
software to complement the worksheet.

Reflect Weekly: Weekly reflection helps identify patterns and areas for
improvement.

Frequently Asked Questions

What is the 'First Things First' Covey worksheet?
The 'First Things First' Covey worksheet is a productivity tool based on
Stephen Covey's time management principles from his book 'The 7 Habits of
Highly Effective People.' It helps users prioritize tasks by urgency and



importance.

How do you use the 'First Things First' Covey
worksheet?
To use the worksheet, list your tasks and categorize them into four
quadrants: urgent and important, important but not urgent, urgent but not
important, and neither urgent nor important. This helps in focusing on what
truly matters.

What are the four quadrants in the Covey worksheet?
The four quadrants are: Quadrant 1 - Urgent and Important, Quadrant 2 -
Important but Not Urgent, Quadrant 3 - Urgent but Not Important, and Quadrant
4 - Neither Urgent nor Important.

Why is Quadrant 2 important in the 'First Things
First' worksheet?
Quadrant 2 focuses on activities that are important but not urgent, such as
planning, prevention, and personal development. Prioritizing this quadrant
leads to long-term success and reduces crises.

Can the 'First Things First' Covey worksheet help
reduce stress?
Yes, by organizing tasks based on importance and urgency, the worksheet helps
users manage their time better, avoid last-minute rushes, and reduce stress.

Is the 'First Things First' worksheet suitable for
students?
Absolutely, students can benefit from the worksheet by prioritizing study
tasks, assignments, and extracurricular activities to manage their time
efficiently.

Where can I find a free 'First Things First' Covey
worksheet template?
Free templates are available on various productivity and educational
websites, as well as platforms like Canva, Microsoft Office templates, and
PDF resource sites.

How often should I update my 'First Things First'



worksheet?
It's recommended to update the worksheet daily or weekly to reflect new tasks
and priorities, ensuring ongoing effective time management.

Can the 'First Things First' Covey worksheet be used
digitally?
Yes, many digital versions and apps incorporate the Covey time management
matrix, allowing users to fill out and update their priorities
electronically.

What are common mistakes to avoid when using the
'First Things First' worksheet?
Common mistakes include misclassifying tasks, neglecting Quadrant 2
activities, overloading Quadrant 1 with avoidable urgent tasks, and not
reviewing the worksheet regularly.

Additional Resources
1. The 7 Habits of Highly Effective People by Stephen R. Covey
This classic self-help book introduces the foundational principles of
personal and professional effectiveness. It emphasizes the importance of
prioritizing tasks based on values and long-term goals, a concept central to
the "First Things First" approach. Covey provides practical advice on time
management, leadership, and personal growth.

2. First Things First by Stephen R. Covey, A. Roger Merrill, and Rebecca R.
Merrill
This book expands on the idea of living a principle-centered life by focusing
on what matters most. It challenges traditional time management methods,
advocating for prioritization based on importance rather than urgency. The
authors provide tools and worksheets, including the "First Things First"
worksheet, to help readers align their daily activities with their deepest
values.

3. Essentialism: The Disciplined Pursuit of Less by Greg McKeown
Essentialism teaches the art of focusing on the vital few rather than the
trivial many. It complements the First Things First methodology by
encouraging readers to eliminate non-essential tasks and dedicate energy to
what truly matters. The book provides strategies for saying no, setting
boundaries, and creating space for meaningful work.

4. Eat That Frog!: 21 Great Ways to Stop Procrastinating and Get More Done in
Less Time by Brian Tracy
This motivational book offers practical techniques for overcoming
procrastination and prioritizing tasks effectively. "Eat That Frog" aligns



with the First Things First philosophy by encouraging readers to tackle their
most important and challenging tasks first thing in the day. Tracy’s
actionable tips help boost productivity and time management skills.

5. Deep Work: Rules for Focused Success in a Distracted World by Cal Newport
Cal Newport’s book emphasizes the importance of deep, focused work to achieve
high levels of productivity and meaningful results. It supports the
principles behind First Things First by promoting intentional prioritization
and minimizing distractions. Readers learn how to create habits and
environments that foster sustained concentration.

6. Getting Things Done: The Art of Stress-Free Productivity by David Allen
David Allen’s renowned productivity system offers a comprehensive approach to
task management and organization. While distinct from Covey’s methodology, it
complements First Things First by helping individuals capture, clarify, and
prioritize their commitments effectively. The book includes practical tools
for workflow management and reducing mental clutter.

7. Atomic Habits: An Easy & Proven Way to Build Good Habits & Break Bad Ones
by James Clear
Atomic Habits explores how small, incremental changes in behavior can lead to
significant improvements over time. This concept aligns with First Things
First by encouraging consistent prioritization of important habits to achieve
long-term goals. Clear provides actionable strategies for habit formation and
overcoming common obstacles.

8. Make Time: How to Focus on What Matters Every Day by Jake Knapp and John
Zeratsky
This book offers a framework for creating time for important activities
amidst busy schedules. It resonates with the First Things First philosophy by
helping readers identify their priorities and eliminate distractions. The
authors share practical tips and techniques to design days that reflect one’s
true values.

9. The One Thing: The Surprisingly Simple Truth Behind Extraordinary Results
by Gary Keller and Jay Papasan
This book advocates for focusing on the single most important task that will
make everything else easier or unnecessary. It parallels the First Things
First approach by emphasizing prioritization and clarity in goal-setting.
Keller and Papasan provide strategies to cut through clutter and achieve
exceptional results through focused effort.
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