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Exercise: Time target
The 4 Time Targets (Stephen Covey)
1. The Dimension of Distraction: Not Important and Not Urgent 
The first, outermost ring in the target refers to not important and not urgent items. This is known as the Dimension of Distraction. This is where most of us go when we’re stressed and we crave an activity that requires no thinking. Examples include flipping on the TV as white noise in the background, scrolling mindlessly through social media, eating when you aren’t even hungry, etc. If you spend most of your time here, you’ll find yourself living in the domain we call “No Man’s Land” – where you’re really not happy, but you’re not unhappy enough to do anything about it. 
2. The Dimension of Delusion: Urgent but Not Important 
The second ring in from the outside is known as the Dimension of Delusion. This is where you’re doing things that are urgent but not important. Examples are answering email right NOW that could have waited, allowing interruptions like phone calls and people popping into your office “just for a quick question” or checking off “to-dos” just because they’re on the list. People who are stressed and ineffective spend most of their time in the Dimension of Demand and the Dimension of Delusion, constantly making more “to-do” lists. Just
when they think they have a plan, they let the urgent demands of others around them derail them from achieving the most important personal or professional outcomes. People who spend most of their time in the Dimension of Delusion are doing exactly what the title implies – deluding themselves into believing that they have to do all these crazy things that keep them from doing the more important and fulfilling things in their lives. 
3. The Dimension of Demand: Urgent and Important 
The third ring of the Time Target contains items that are urgent and important. We call this the Dimension of Demand. In our lives, there are always emergencies, such as a co-worker or your child injuring themselves or a client needing a sudden fire put out. Those are both urgent and important and must be dealt with now. Being proactive however, can lessen the amount of time you spend in this stressful dimension. For example, that emergency root canal could probably have been prevented if you’d scheduled regular dental checkups. That client’s sudden need might have been anticipated if you’d had a planning meeting when it wasn’t urgent. 
4. The Zone of Fulfillment: Very Important but Not Urgent 
If your goal is to create a life of fulfillment, you want to spend your life in the center of the target: the Zone of Fulfillment. Your primary focus here is on doing things that are very important, but not urgent. What would fit in this category for you? Spending quality time with your loved ones? Working on a new project that may not require immediate attention but would create a competitive advantage in the marketplace down the road? Reading to improve your mind or your skills? Thinking about what you want? Exercising to create the energy to fuel your success? The Zone contains all those actions we all know to be so important but that we “never get to” because we’re “so busy” doing the things in the other three dimensions. 


Write down all of the things you did last week (or a typical week for you) that fit under each dimension. Then estimate the number of hours you spent there. 

4 Time Targets Worksheet
Use this worksheet to categorize your activities based on urgency and importance.
	1. Dimension of Distraction
Not Important and Not Urgent - Activities that distract but offer little value. List activities you can reduce or eliminate.

[Your activities here]
	2. Dimension of Delusion
Urgent but Not Important - Urgent activities that do not contribute to your long-term goals. Consider delegating these tasks.

[Your activities here]

	3. Dimension of Demand
Urgent and Important - Necessary and time-sensitive tasks that cannot be avoided. Plan these carefully.


[Your activities here]
	4. Zone of Fulfillment
Very Important but Not Urgent - Key activities that contribute to long-term success and fulfillment. Prioritize time for these.

[Your activities here]




The key question: Based on a rough estimate, what’s the percentage of time you think you spend in each dimension (targeting 100% as your total)? Remember, everything you wrote down in the previous questions likely doesn’t include everything you did. Based on the questions you answered so far, however, what is an honest estimate of how much time you spent in each dimension last week? 
The Dimension of Distraction:			……………..
The Dimension of Delusion:			……………..
The Dimension of Demand:			……………..
The Dimension of Fulfillment (The Zone): 	……………..
A rule of thumb is that people who are stressed generally spend less than 25% of their time in the Zone of Fulfillment (doing the things that are not urgent but important). They spend an immense amount of time in the Delusion of Demand; they have an urgency addiction and tend to make things that are urgent appear important as well. And they use the Dimension of Distraction to escape all that stress! 
If you want to be fulfilled and achieve at a higher level, you must spend an average of 40-70% of your time in the Zone of Fulfillment. 
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