First Things First Covey Worksheet

HABIT 3: PUT FIRST THINGS FIRST

“When you have too many top priorities, you effectively have no top priorities.
Regarding strategic goals, it"s important that they are few, prioritized, and measurable,”
=Stenfen R, Covey

Habit Thres is the key to our areatest accomplishments as humans. As 2 specias, we've
developed ways to produce more food with fewer resources, we've nearly eradicated
many childhood diseases, we've developed vaccnes, and created machings that allow
us to travel farther and do more in less time. In order to dothat, people have had to
focus their afforts.

Priorities direct our efforts and eneray to the things that matter most. To determine your
top priorities, write your list of things that matter mast to you—your talents, knowledge,
skill set, family members, hobbies, income...all of it, Now imagine everything on that list
is on the opposite edge of a huge ravine and the only way for you to get to them s to
cross a 200-fool steel I-beam that spans the gulf, Which of those things would you cross
the i-beam to save?

Certainly, some things aren’t worth the risk, but there are other things you'd cross the
I-beam for without hesitation. Those are the things that are rooted in your core values—
{hey matter most to you, I you canter vour daily tasks on those Lop priorities, you'll find
it easier to make time for them.

EXAMPLES OF TOP PRIORITIES MAY INCLUDE:

A spouse, children, serenity, creativity, or faith

List some of your kop priorities here;

Mank]inPlanner

First Things First Covey Worksheet is a powerful tool designed to help individuals
prioritize their tasks and manage their time effectively. Developed by Stephen R. Covey,
the author of the best-selling book "The 7 Habits of Highly Effective People," this worksheet
serves as a practical application of Covey's time management principles. In today’s fast-
paced world, where distractions abound and responsibilities multiply, the ability to prioritize
what truly matters has never been more essential. This article will explore the key
components of the First Things First Covey Worksheet, its benefits, how to use it effectively,
and tips for integrating it into your daily life.



Understanding the Covey Time Management
Matrix

The First Things First Covey Worksheet is rooted in the Covey Time Management Matrix,
which categorizes tasks into four quadrants based on urgency and importance.
Understanding this matrix is crucial for effectively utilizing the worksheet.

Quadrant Breakdown

1. Quadrant I: Urgent and Important
- Tasks that require immediate attention.
- Examples: Crises, deadlines, pressing problems.

2. Quadrant II: Not Urgent but Important
- Activities that contribute to long-term goals and values.
- Examples: Planning, relationship building, personal development.

3. Quadrant Ill: Urgent but Not Important
- Tasks that seem pressing but do not significantly contribute to your long-term goals.
- Examples: Interruptions, some emails and phone calls.

4. Quadrant IV: Not Urgent and Not Important
- Time-wasting activities that provide little to no value.
- Examples: Excessive television, social media browsing.

By categorizing tasks into these quadrants, the Covey matrix helps individuals identify
where to focus their time and effort.

Components of the First Things First Covey
Worksheet

The First Things First Covey Worksheet is structured to guide users through the
prioritization process. Here are the main components:

1. ldentification of Goals

At the top of the worksheet, users are encouraged to identify their short-term and long-
term goals. This section serves as a foundation for prioritizing tasks and ensuring that daily
activities align with broader aspirations.



2. Categorization of Tasks

The worksheet allows users to list their tasks and categorize them into the four quadrants
of the Covey Time Management Matrix. This step is essential for visualizing which tasks
require immediate attention and which can be scheduled for later.

3. Action Planning

Once tasks are categorized, users can create an action plan. This includes:
- Setting deadlines for tasks in Quadrant I.

- Scheduling time blocks for important but non-urgent tasks in Quadrant Il.
- Delegating or minimizing tasks in Quadrant lll.

- Eliminating or reducing time spent on Quadrant IV activities.

4. Weekly Review

The worksheet encourages users to conduct a weekly review. This involves reflecting on
what was accomplished, adjusting priorities, and planning for the upcoming week. Regular
reviews help reinforce good habits and ensure continuous alignment with personal goals.

Benefits of Using the First Things First Covey
Worksheet

Utilizing the First Things First Covey Worksheet offers numerous benefits that can lead to
improved productivity and a more fulfilling life.

1. Enhanced Clarity

By categorizing tasks, users gain clarity on what is truly important. This clarity helps to
eliminate confusion and reduces the stress associated with overwhelming to-do lists.

2. Improved Focus

Focusing on tasks in Quadrant Il can lead to significant personal and professional growth.
By prioritizing long-term goals over immediate distractions, individuals can achieve greater
satisfaction and success.



3. Better Time Management

The worksheet encourages users to allocate their time more effectively. By identifying and
minimizing tasks that do not contribute to their goals, users can free up time for what truly
matters.

4. Increased Accountability

Regularly reviewing the worksheet fosters a sense of accountability. Individuals can track
their progress and adjust their plans as necessary, ensuring they stay on course toward
their goals.

How to Use the First Things First Covey
Worksheet Effectively

To maximize the effectiveness of the First Things First Covey Worksheet, consider the
following steps:

1. Set Aside Time for Planning

Dedicate a specific time each week to fill out the worksheet. This routine will help you
establish a habit of planning and prioritizing.

2. Be Honest with Yourself

When categorizing tasks, be honest about their urgency and importance. This honesty will
ensure that you focus on what truly matters.

3. Limit Distractions

When working on your worksheet, minimize distractions to enable deep thinking about your
goals and tasks. Turn off notifications and find a quiet space to reflect.

4. Stay Flexible

Life is unpredictable. Be prepared to adjust your priorities as new tasks and challenges
arise. Flexibility is key to effective time management.



5. Share Your Goals

Consider sharing your goals and priorities with a trusted friend or colleague. This
accountability can help keep you motivated and focused on your objectives.

Integrating the First Things First Covey
Worksheet into Daily Life

Incorporating the First Things First Covey Worksheet into your daily routine can yield lasting
benefits. Here are some practical tips:

1. Daily Check-Ins

Start each day by reviewing your worksheet. Check off completed tasks, adjust priorities,
and set intentions for the day ahead.

2. Use Technology

Consider using digital tools or apps that mimic the Covey Time Management Matrix. This
can make it easier to update your tasks and review your progress on the go.

3. Encourage Team Use

If you work in a team environment, encourage your colleagues to use the worksheet as
well. This can foster a culture of prioritization and effective time management within the
team.

4. Create Visual Reminders

Create visual representations of your goals and priorities. Sticky notes, charts, or vision
boards can serve as constant reminders of what you aim to achieve.

5. Celebrate Achievements

Take time to celebrate your successes, no matter how small. Recognizing progress
reinforces positive behavior and motivates further action.



Conclusion

The First Things First Covey Worksheet is an invaluable resource for anyone looking to
enhance their time management skills and align their daily activities with their long-term
goals. By understanding the Covey Time Management Matrix, utilizing the worksheet
effectively, and integrating it into daily life, individuals can experience increased clarity,
focus, and productivity. As the demands of modern life continue to grow, prioritizing what
truly matters has never been more critical. By putting first things first, you can pave the
way for a more balanced, fulfilling, and successful life.

Frequently Asked Questions

What is the 'First Things First' Covey worksheet?

The 'First Things First' Covey worksheet is a tool designed to help individuals prioritize their
tasks and manage their time effectively based on Stephen Covey's principles of time
management.

How can the Covey worksheet improve time
management skills?

By categorizing tasks into urgent and important quadrants, the Covey worksheet
encourages users to focus on high-priority activities, reducing stress and increasing
productivity.

What are the four quadrants used in the Covey
worksheet?

The four quadrants are: Quadrant | - Urgent and Important, Quadrant Il - Not Urgent but
Important, Quadrant Ill - Urgent but Not Important, and Quadrant IV - Not Urgent and Not
Important.

Can the Covey worksheet be used for personal and
professional tasks?

Yes, the Covey worksheet is versatile and can be applied to both personal life and
professional tasks to help users prioritize effectively in all areas.

Is there a specific format for filling out the Covey
worksheet?

While there is no strict format, users typically list their tasks in the appropriate quadrants,
allowing for a visual representation of priorities and focus areas.



How often should one update the Covey worksheet?

It is recommended to update the Covey worksheet regularly, ideally on a daily or weekly
basis, to reflect changes in priorities and new tasks.

What are some common challenges when using the
Covey worksheet?

Common challenges include difficulty in accurately categorizing tasks, the temptation to
focus on urgent tasks at the expense of important ones, and the need for consistent
discipline in using the tool.

Where can | find a template for the Covey worksheet?

Templates for the Covey worksheet are widely available online, including printable versions
and digital formats that can be customized for personal use.
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Unlock your productivity with the First Things First Covey worksheet! Discover how to prioritize
tasks effectively and achieve your goals. Learn more now!
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