
franklin covey time management

franklin covey time management is a widely recognized system designed to enhance productivity,
improve focus, and help individuals and organizations achieve their goals efficiently. Rooted in
principles of effectiveness and prioritization, the Franklin Covey method combines time-tested
strategies with practical tools to manage daily tasks and long-term objectives. This article explores
the foundational concepts of Franklin Covey time management, its core tools and techniques, and its
benefits for professionals seeking to optimize their workflow. Additionally, the discussion covers how
Franklin Covey’s approach differs from conventional time management methods and offers
actionable tips for successful implementation. Readers will gain insight into integrating Franklin
Covey principles into their routine, ultimately fostering better work-life balance and heightened
productivity.
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Understanding Franklin Covey Time Management
Franklin Covey time management is a comprehensive framework focused on prioritization, goal
setting, and personal effectiveness. Developed by Stephen R. Covey and the Franklin Covey
Company, it builds upon the foundation established by Covey’s influential book, "The 7 Habits of
Highly Effective People." The system integrates time management with leadership and productivity
principles, emphasizing the importance of aligning daily tasks with broader life goals. Unlike
traditional methods that prioritize reactive scheduling, Franklin Covey’s approach encourages
proactive planning, allowing individuals to control their time rather than be controlled by it. This
methodology is applicable to both individuals and organizations seeking sustainable productivity
improvements.

Historical Background
The Franklin Covey time management system originated from Stephen R. Covey’s research and
teachings on effectiveness and leadership. Introduced in the late 20th century, the system quickly
became a benchmark in the productivity space due to its holistic approach. Franklin Covey, the
company, expanded on these principles by creating workshops, planners, and digital tools that
promote disciplined time usage and strategic planning. This historical context underscores the
system’s credibility and widespread adoption across industries.



Comparison with Traditional Time Management
Traditional time management often focuses on managing tasks through to-do lists and calendar
blocking without necessarily considering deeper priorities or long-term objectives. In contrast,
Franklin Covey time management emphasizes understanding the difference between urgent and
important tasks and encourages individuals to focus on what contributes most to their mission and
values. This paradigm shift helps users avoid common pitfalls such as procrastination and burnout.

Core Principles of Franklin Covey Time Management
The Franklin Covey method is anchored on several core principles that guide effective time
management. These principles foster a mindset oriented towards productivity, balance, and
intentional action. Together, they provide a framework for managing both time and energy in a
coherent and aligned manner.

The Time Quadrant Matrix
One of the most well-known concepts within Franklin Covey time management is the Time Quadrant
Matrix, which categorizes tasks into four quadrants based on urgency and importance:

Quadrant I: Urgent and Important (crises and deadlines)1.

Quadrant II: Not Urgent but Important (planning, prevention, relationship building)2.

Quadrant III: Urgent but Not Important (interruptions and distractions)3.

Quadrant IV: Not Urgent and Not Important (trivial activities and time-wasters)4.

The goal is to maximize time spent in Quadrant II, which drives long-term success and personal
growth rather than merely reacting to urgent tasks.

Principle-Centered Approach
Franklin Covey time management encourages individuals to operate from a principle-centered
mindset. This means aligning actions with fundamental values and long-term goals rather than short-
term gains or external pressures. This approach fosters integrity, focus, and meaningful
productivity.

Focus on Roles and Goals
The system promotes clarity about one’s roles in life and work, and setting specific, measurable
goals for each role. This focus ensures balanced attention across different areas such as career,
family, health, and personal development, contributing to holistic time management.



Key Tools and Techniques
Franklin Covey time management utilizes several practical tools and techniques designed to
facilitate effective planning and execution. These resources help translate principles into actionable
daily habits.

The Franklin Covey Planner
The Franklin Covey Planner is a signature tool embodying the system’s approach. It includes
sections for annual and monthly goals, weekly planning, and daily task management. The planner
incorporates the Time Matrix to help users categorize and prioritize tasks effectively. Many
professionals credit the planner for increasing organization and reducing overwhelm.

Weekly Planning Process
Weekly planning is a cornerstone technique in Franklin Covey time management. Each week,
individuals review their roles, identify key goals, and schedule tasks accordingly. This process
ensures that priorities are clear and that time is allocated intentionally, reducing reactive task
management throughout the week.

The “Big Rocks” Concept
The “Big Rocks” technique involves identifying the most important tasks or goals that must be
accomplished and scheduling them first. This metaphor encourages users to focus on significant
priorities before filling time with less critical activities, ensuring that essential work is not neglected.

Benefits of Implementing Franklin Covey Time
Management
Adopting Franklin Covey time management offers multiple advantages for professionals, teams, and
organizations. These benefits stem from the system’s focus on effectiveness, clarity, and intentional
action.

Improved Productivity and Efficiency
By prioritizing important tasks and minimizing distractions, Franklin Covey time management
enhances productivity. Users report accomplishing more meaningful work within shorter
timeframes, leading to better outcomes and satisfaction.

Greater Work-Life Balance
The system’s emphasis on defining roles and goals across life domains promotes balanced time



allocation. This approach helps prevent burnout and supports overall well-being by ensuring that
personal and professional needs are both addressed.

Enhanced Decision-Making
With a clear framework for evaluating tasks based on urgency and importance, decision-making
becomes more strategic. Users can avoid impulsive responses to non-essential tasks and focus on
what truly advances their objectives.

Practical Tips for Effective Use
Implementing Franklin Covey time management successfully requires discipline and consistent
practice. The following tips can help maximize the system’s effectiveness.

Regular Review and Adjustment
Set aside time weekly to review goals, evaluate progress, and adjust priorities. This habit keeps
planning aligned with evolving circumstances and prevents drifting off course.

Limit Distractions and Delegate
Identify tasks that fall into Quadrants III and IV and seek to minimize or delegate them. Reducing
interruptions and low-value activities frees up time for important priorities.

Use Technology Wisely
While Franklin Covey planners are traditionally physical, digital tools can complement the system.
Utilize calendar apps and task managers that support quadrant categorization and reminders to
reinforce habits.

Commit to the Principle-Centered Mindset
Focus consistently on values and long-term goals to guide daily actions. This mindset shift is critical
to moving beyond mere task completion toward meaningful effectiveness.

Start with identifying key roles and setting specific goals.

Schedule “Big Rocks” before filling remaining time slots.

Incorporate weekly reviews into routine.

Practice saying no to non-essential commitments.



Continuously refine task prioritization based on importance.

Frequently Asked Questions

What is Franklin Covey Time Management?
Franklin Covey Time Management is a productivity system developed by Franklin Covey that focuses
on prioritizing tasks based on importance rather than urgency, using tools like the Daily Planner and
the Four Quadrants matrix.

How does the Franklin Covey Time Management Matrix work?
The Franklin Covey Time Management Matrix divides tasks into four quadrants based on urgency
and importance: Quadrant I (urgent and important), Quadrant II (important but not urgent),
Quadrant III (urgent but not important), and Quadrant IV (neither urgent nor important). It helps
users focus on high-value activities.

What are the key principles of Franklin Covey Time
Management?
Key principles include prioritizing important tasks, planning weekly and daily activities, focusing on
proactive work rather than reactive, and aligning tasks with personal and professional goals.

Can Franklin Covey Time Management improve work-life
balance?
Yes, by emphasizing important but not urgent tasks (Quadrant II), Franklin Covey Time Management
helps individuals allocate time for personal development and family, improving overall work-life
balance.

What tools does Franklin Covey offer for time management?
Franklin Covey offers various tools such as the Franklin Planner, digital planning apps, and
workshops that integrate their time management methodologies, including task prioritization and
goal setting.

How is Franklin Covey Time Management different from other
time management systems?
Franklin Covey focuses heavily on values-based planning and proactive priority management, unlike
some systems that emphasize task lists or time blocking without prioritizing based on importance
and long-term goals.



Is Franklin Covey Time Management suitable for remote
workers?
Absolutely, Franklin Covey Time Management principles help remote workers organize their tasks
effectively, maintain focus on important objectives, and avoid distractions common in remote work
environments.

Where can I learn more about Franklin Covey Time
Management techniques?
You can learn more through Franklin Covey’s official website, online courses, workshops, books like
'The 7 Habits of Highly Effective People,' and their mobile apps designed for time management.

Additional Resources
1. The 7 Habits of Highly Effective People by Stephen R. Covey
This classic book introduces a principle-centered approach for solving personal and professional
problems. Covey presents a holistic, integrated, principle-centered approach for solving personal
and professional problems by aligning character and values with timeless principles. The habits
encourage readers to be proactive, begin with the end in mind, and prioritize effectively, forming a
solid foundation for time management and personal effectiveness.

2. First Things First by Stephen R. Covey, A. Roger Merrill, and Rebecca R. Merrill
Focused on time management and prioritization, this book expands on the principles of the 7 Habits
to help readers distinguish between urgent and important tasks. It introduces the Time Management
Matrix, encouraging a shift from urgent, reactive work to proactive, meaningful activities. The
authors emphasize living a life aligned with purpose and values to achieve true productivity and
balance.

3. The 8th Habit: From Effectiveness to Greatness by Stephen R. Covey
Building on his previous work, Covey introduces the 8th habit, which is about finding your voice and
inspiring others to find theirs. This book emphasizes leadership, personal fulfillment, and time
management through aligning daily actions with higher purpose. It guides readers toward sustained
effectiveness by integrating productivity with personal and organizational vision.

4. Time Management Essentials by Stephen R. Covey
This concise guide distills key time management principles from Covey’s broader work into
actionable strategies. It focuses on helping readers organize their day around priorities rather than
interruptions or distractions. Techniques include planning, goal setting, and managing energy to
maximize productivity and reduce stress.

5. Living the 7 Habits: The Courage to Change by Stephen R. Covey
This book complements the original 7 Habits by sharing real-life stories and practical advice for
applying the habits in everyday life. It highlights the importance of time management as part of
personal growth and effectiveness. Readers gain insights into overcoming common challenges and
maintaining focus on what truly matters.

6. The 7 Habits of Highly Effective Families by Stephen R. Covey



Covey adapts his time management and effectiveness principles to the family context, helping
readers create strong, balanced family relationships. The book offers strategies for prioritizing
family time amid busy schedules and competing demands. It encourages the development of shared
values and collaborative planning to strengthen family bonds.

7. Daily Reflections for Highly Effective People by Stephen R. Covey
This collection of daily meditations reinforces the principles of effective time management and
personal growth. Each reflection offers a brief thought or challenge to encourage mindful living and
intentional use of time. The book serves as a daily guide to staying aligned with your priorities and
values.

8. Principle-Centered Leadership by Stephen R. Covey
Focusing on leadership as a key element of effectiveness, this book addresses how leaders can
manage their time and influence to create lasting impact. Covey explores how applying principles to
leadership roles enhances decision-making, delegation, and team productivity. Effective time
management is presented as a natural outcome of principle-centered leadership.

9. Great Work, Great Career by Stephen R. Covey
This book helps readers align their career goals with their personal mission and values, emphasizing
purposeful time management. Covey provides tools for setting meaningful goals, developing skills,
and managing time to achieve professional success. The focus is on integrating passion, talent, and
opportunity to create a fulfilling career path.
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  franklin covey time management: Time Management for New Employees Prakash V. Rao,
2015-05-05 If you want to make an impact in a new role, effective time management is vital. Packed
with exercises and strategies, this book is a reliable resource for anyone who understands the value
of exceptional time management.
  franklin covey time management: Fundamentals of Management in Physical Therapy
Jennifer E. Green-Wilson, 2025-05-02 Fundamentals of Management in Physical Therapy: A
Roadmap for Intention and Impact helps to strengthen the development of transferable management
skills and pragmatic business knowledge for physical therapists. This book will help physical
therapist students, academic faculty, clinical faculty, adjunct faculty, and clinicians learn how to
manage effectively at all levels and in a variety of diverse settings within the profession of physical
therapy and within health care teams/organizations. Learners have multiple opportunities to reflect
upon and apply practical and relevant information to build fundamental management skills that
translate across settings. The book is a resource to help physical therapist assistants – as students
and as practitioners – “manage up and across,” and to strengthen their ability to leverage high
performing teams and value-based care.
  franklin covey time management: The 7 Habits of Highly Effective Families Stephen R.
Covey, 2014-08-05 The 7 Habits of Highly Effective Families is Stephen R. Covey's newly revised and
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updated paperback edition of the New York Times bestseller that offers precious lessons in creating
and sustaining a strong family culture in a turbulent world. In his first major work since The 7
Habits of Highly Effective People, Covey presents a practical and philosophical guide to solving the
problems--large and small, mundane and extraordinary--that confront all families and strong
communities. By offering revealing anecdotes about ordinary people as well as helpful suggestions
about changing everyday behavior, The 7 Habits of Highly Effective Families shows how and why to
have family meetings, the importance of keeping promises, how to balance individual and family
needs, and how to move from dependence to interdependence. The 7 Habits of Highly Effective
Families is an invaluable guidebook to the welfare of families everywhere.
  franklin covey time management: Better By The Dozen Plus Two, Part Two: Lessons
Learned through Loss and Leukemia by a Family of Sixteen Kathleen Littleton, 2012-10-01
Better By The Dozen Plus Two, Part Two subtitled Lessons Learned through Loss and Leukemia by a
Family of Sixteen is the sequel to Better By The Dozen Plus Two subtitled Anecdotes and a
Philosophy of Life by a Family of Sixteen (2007). The story relates how a large family stays strong,
hopeful and faith-filled while learning the lessons of life through the challenges of foreclosure,
death, loss, and leukemia through surrender and reliance on God and His love manifested through
the love of others.
  franklin covey time management: My Home the Family Business ,
  franklin covey time management: If You Have to Wear an Ugly Dress, Learn to Accessorize
Linda McNamara, Karen Kemper, 2011-08 Chronic illness forces you to slow down and reexamine
your values, your choices, and the way you define yourself. This book offers companionship
throughout the process, helping you face your challenges with dignity and grace.
  franklin covey time management: CIO , 2001-05-31
  franklin covey time management: A Quote for Every Day Peter A. Laporta, 2011-02-23
Former DISNEY Leader, Peter A. LaPorta Author of the highly acclaimed , Who Hired These People?
and the work named by Amazon to be one of the top 20 motivational leadership books in print, Ignite
the Passion, A Guide to Motivational Leadership. LaPorta is an expert who makes it easy to
understand - Gary Roen, The Midwest Book Review Every page of this book takes you into one of
Peters seminars -Greg DellaCorte, DAVCO, Inc. Like having your own personal trainer for the inner
soul -Jeff Fuller, Body Coach, LLC A Quote for Every Day is a calendar of insight; full of thought
provoking ideas. Each and every page will challenge you and give you hours of conversation around
the water cooler. Some of the greatest quote authors in history adorn the pages within. Franklin,
Roosevelt, Lincoln, Poe, Jefferson, Truman, Clinton, and Mandela. Washington, Einstein, Powell,
Steinbeck and Fitzgerald. While you soak in their infinite knowledge, you are kept entertained by
some of the least likely quote people. Stern, Rickles, Carlin, Belushi, and Imus tickle your funny
bone. You will find yourself singing along with the lyrics of The Beatles, Journey, Presley and
Morrison. A cavalcade of stars keep you constantly striving for more. A Quote for Every Day is not
your typical quote book. While several of the quotes are motivational in nature, many others cover a
variety of topics to keep you engaged page after page. Quotes on laughter, nature, success,
patriotism, and parenthood will keep your gears changing as the days roll by. Love, marriage,
religion, and discrimination quotes stir up even the most docile feelings to keep you wanting more.
Exploration of the quotes within this book will broaden your mind, inspire you, and make you ponder
concepts you never even thought of. Peter A. LaPorta is a world renowned speaker on motivational
matters and has become the guru of customer service for companies and organizations around the
globe. His messages have stirred audiences and sparked conversations for generations to come. He
has led thousands to greater endeavors and sparked the passion within. Whether you seek
enlightenment through motivation or humor in the service world, the collection of books by Peter A.
LaPorta will send you on a journey of fulfillment.
  franklin covey time management: Simple Steps to Impossible Dreams Steven K. Scott,
1999-04-28 Helps readers define their most important goals, pinpoint their strengths and
weaknesses, and use their newly acquired insights to make the impossible real.



  franklin covey time management: State , 2001
  franklin covey time management: State Magazine , 2000
  franklin covey time management: Destined for Greatness Kelly Hill, 2003
  franklin covey time management: State Magazine. United States Department of State , 2000
  franklin covey time management: First-line Supervision Charles M. Cadwell, 2006
  franklin covey time management: Stepping Stones to Business Success Donna Stone,
2013-05 This clear and succinct business guide is both easy to read and jam-packed with relevant,
useful, and practical tips arising from thirty years of experience helping business owners succeed in
their businesses. While Donna is considered an expert in the bookkeeping industry, this book covers
so much more, including business improvement, goals, planning, home-based businesses,
networking, communication, personal development, processes, procedures, sales, marketing, social
media, staff, staff recruitment, time management, work/life balance, and so much more. Donna has
ditched the fluff and theory surrounding business and just gets on with giving the reader
tried-and-true ideas, suggestions, and tips they can implement in their business from day one.
Welcomed by both business advisors, accountants and business owners, this book is the first in the
Stepping Stones series. Donna Stone's bright, heartfelt writing makes business seem like fun, but
also conveys useful information that will remind anyone in business of the fundamentals that make a
profitable difference. Simon Sharwood, editor of My Business Magazine Insightful and focussed, but
most importantly, it's totally practical! You can be certain that Donna is speaking from absolute
experience when she dishes up these little gems that you can and should use right now in your
business. Glenn Walford, author of the Shaking the Profit series Great, practical how-to tips for the
business world, presented in a very reader friendly format. Colleen Tarrant, accountant Donna has
written a fantastic guide of tried and tested tips to success; you can sense the experience she has
been through in each and every one of them. All businesses, no matter what stage they are at, would
benefit from reading this book and keeping it close by. Anita Plath, president of the Redland City
Chamber of Commerce This book is an absolute must read for anyone wanting to succeed in
business and enjoy life whilst doing it. Kay Danes, international bestselling author Finally! A
business book that has it all. A business bible suitable for all levels of business owners and
managers. Nathan McDonald, business instructor
  franklin covey time management: Millionaire By 26 Ken Hayashi, 2003 What if, you were
lied to your entire life? You did what your parents told you to do. You stayed in school and now your
future is not as secure as you have been told. You don't know what or who to believe? This book
introduces students and young adults to the world of entrepreneurs, start-ups and home-based
businesses that eventually grew in to multimillion dollar ventures. And it's about how you too can
apply simple everyday techniques to reach financial independence. Millionaire By 26 will show you: ·
NEW!! How the Donald Trump's reality show The Apprentice can make you rich. · Why simply
thinking positive is NOT the answer to becoming rich. · How you can get millionaires to talk to you
for hours about their life and their secret strategies. · What 3 main factors that you will absolutely
need to master, in order to achieve success. · How to evaluate opportunities and the true secrets
behind them. · Why listening to the right people is the key to creating and maintaining wealth. · How
you can turn your current job in to a stepping stone to your financial independence even if it is a
dead end job.
  franklin covey time management: Directory of Corporate Affiliations , 2002 Directory is
indexed by name (parent and subsidiary), geographic location, Standard Industrial Classification
(SIC) Code, and corporate responsibility.
  franklin covey time management: The Breakthrough Factor Henry D. Marsh, 1997
Olympian Henry Marsh, now a national program director with Franklin Quest, offers a program for
principle-based behavior--a book that will help readers to achieve their personal best in all
endeavors.
  franklin covey time management: The Technology Management Handbook Richard C. Dorf,
1998-07-27 If you are not already in a management position, chances are you soon will be. According



to the Bureau of Statistics, the fastest growing areas of employment for engineers are in
engineering/science management. With over 200 contributing authors, The Technology Management
Handbook informs and assists the more than 1.5 million engineering managers in the practice of
technical management. Written from the technical manager's perspective and written for
technologists who are managers, The Technology Management Handbook presents in-depth
information on the science and practice of management. Its comprehensive coverage encompasses
the field of technology management, offering information on: Entrepreneurship Innovations
Economics Marketing Product Development Manufacturing Finance Accounting Project
Management Human Resources International Business
  franklin covey time management: Palm Enterprise Applications Ray Rischpater,
2002-03-14 See how the Palm Computing platform can enhance your company's business. With the
dramatic increase in the use of Palm enterprise applications in business, you may be wondering how
this new technology will impact your organization. Handheld devices have the ability to play very
critical roles in the enterprise, integrating information, reducing redundancy, and making data
mobile, which in turn directly impact the profitability of a company. Consider this book a technical
briefing, one that will help you understand exactly how the use of Palm devices can impact your
bottom line. Palm Enterprise Applications offers a comprehensive look at the past, present, and
future of the Palm Computing platform in the enterprise. Author Ray Rischpater provides detailed
descriptions of the available hardware and software, development tools, and development practices.
In clear, easy-to-understand terms, Rischpater also shows how to customize the Palm Computing
platform to meet the specialized requirements of your company and explains how to write new
applications to meet these needs. And all of this information is tied together with the help of
real-world case studies that follow successful corporate deployments of Palm computing devices. As
you read through this book, you'll discover how to: Choose the right Palm computing devices to meet
the needs of your organization Use available software to solve a wide array of information
management problems Connect Palm computing devices to the rest of your enterprise Use the latest
tools to write new applications that run on the Palm Computing platform Obtain a custom
application for the Palm Computing platform that specifically meets your needs Focused on the
needs of the corporate IT and business manager, the Tech Briefs series provides in-depth
information on a new or emerging technology, solutions, and vendor offerings available in the
marketplace. With their accessible approach, these books will help you get quickly up-to-speed on a
topic so that you can effectively compete, grow, and better serve your customers.
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