
Focus on 
What Matters:
A Priority - 
Making Matrix

The Feel Great, Do Great Expert.

Here’s a recipe for overwhelm: Having a mile-
long to-do list with everything on it lumped in to 
the same category. Where do you start? What do 
you prioritize? How do you know what to do when? 
It’s enough to make you want to go spend an hour 
scrolling through Facebook instead, isn’t it? 

In my own business, life, and coaching practice, 
there’s one thing I know is 100% true: It’s impossible 
to be truly productive and feel fulfilled if you 
don’t have clear priorities. When you know what 
matters most, and why, you can put your time to 
good use to do the things that move the needle on 
your success and that speak to your heart. 

This simple 3-step process will reveal what your 
personal priorities are, from the most important to 
the least, so that you can go forth and kick butt. 
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In the left-hand column, write down everything that you do for at least one day and as many as 
seven days. In the right-hand column, write down any tasks that you should have done, but didn’t. 

Actual Tasks       Supposed-to-Do (But Didn’t) Tasks

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

___________________________________                         ___________________________________

Step 1: Get Clear on What You’re Currently Doing (or Not Doing)

“The key is not to prioritize 
what’s on your schedule, 
but to schedule your 
priorities.” 

-- Stephen R. Covey
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Take each task from both lists and find a home for it in the four-quadrant matrix just below. 

• Something that you love doing and that helps you be more successful goes in Quadrant 2. 
• Anything you love but that doesn’t really add to your bottom line goes in Quadrant 1.
• Anything that helps you get where you want to go that you don’t love goes in Quadrant 4. 
• The things that you don’t like and that don’t really help you move forward go in  Quadrant 3. 

High

Fire
Starter

Needle
Mover

Low
Low High

Q2Q1

Q4Q3

Step 2:

• A needle-mover is 
anything that has a 
positive impact on your 
bottom line--it either 
produces revenue or leads 
to revenue. 

• A fire-starter lights a 
fire in your heart. It is 
anything that makes you 
feel alive, clear-headed, 
and/or open-hearted. 

Give Each Task a Category
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Determine how to approach the tasks in each of the quadrants. Doing so will help you plan your 
days so that you know you’re taking care of the things that matter the most—and aren’t letting 
the things that really don’t get you where you want to go take over your time. 

Here’s your guide to how to do that: 

Quadrant 1: For this category of high-passion, low-impact tasks, you want to take a close look 
and see if there is a way to harness the energy they create that you can pour into your needle-
movers (Q2 and Q4).
 
Quadrant 2: These are your top priorities! They go on your calendar first, although you may 
need to break them up into smaller chunks so that you can make regular progress on them no 
matter how busy any particular day or week is. 

Quadrant 3: For these needle-moving tasks that don’t particularly light a fire in your heart, 
your job is to find a way to make these more compelling. Here are some ideas of how you can 
do that:

• Keep a record of each time you do them with a simple chart; when you fill the chart up, 
reward yourself. 

• Go do these tasks in an environment that inspires you. 
• Play some of your favorite music while you do them. 

Quadrant 4: Your mantra for these low-passion, low-impact tasks is to minimize, outsource, 
or ignore them. They aren’t moving you forward or lighting you up, so only pay them only as 
much attention as they absolutely need and no more!

Step 3: Use the Matrix to Set Your Priorities

Tired of feeling like you’re 
continually getting off track? Are 
you ready to stop busting your 
butt and start kicking butt?

Apply for a Breakthrough Strategy 
Sesson. My goal during this one-
on-one phone consultation is to 
provide a chance for you to get clear 
on what’s holding you back, and to 
discuss how to break through. 

Email kate@katehanley.com 
with “Let’s talk” in the subject 

line to apply today!


