
STRATEGIC TIME MANAGEMENT 
MASTERCLASS

Y A M E E N U D D I N  A H M E D
C E O  |  T I M E L E N D E R S

“Time flies and you’re the pilot. It’s up to you how you want to navigate it.”
– Yameenuddin Ahmed



INTRODUCE YOURSELVES
• Name

• Profession / Organization? 

• How long have you been with the organization?

• Graduation / Post Graduation

• How did you come to know about Timelenders?

• Hobbies

• What are your three major time management challenges?



ASSALAM-O-ALAIKUM WRWB



I’M… 
Yameenuddin Ahmed
• Personal & OD Trainer, Life Coach, and Organizational & Family Business Consultant

• CEO Timelenders

• 22+ years in training, coaching & consulting

• Got the opportunity to facilitate multiple Fortune 500 and Forbes Global 2000 

companies

• Honored to be invited to Umm-ul-Qura University Mekkah-tul-Mukarramah in 2017

• We have positively influenced over 100,000 people from 85+ Nationalities

• 1000+ Organizational clients from all walks of life from Asia, Africa, ME, Europe & NA

• Extensively Traveled to various parts of the world, including Pakistan, Southeast Asia, the 

Far East, the Middle East, Europe, and Africa



TRAINING NORMS & GUIDELINES 
FOR PARTICIPANTS
• Timings

3-7

• Questions & Answers

• Mobile/cell phones









Timings Mobile/cell phones Questions & Answers Workshop Language

Design of the folder Getting the most out of 
this workshop

QuizzesReference manual 
vs. textbook 

TRAINING NORMS & GUIDELINES 
FOR PARTICIPANTS
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GENERAL INSTRUCTIONS
• Pre-workshop questionnaire

• Names for certificates

• Blank sheets

• Name on the manual

• Valuables

• Regulating cooling

• Soft copies of the presentation are available on the website

• Assistance
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 YOUR LIFE SLIPS AWAY UNNOTICED? 

Imagine this – a ticking clock, not counting the hours, but the weeks 
we have in our possession.



Have you ever 
considered measuring 

your life in weeks 
instead of years?



  YOUR LIFE SLIPS AWAY UNNOTICED? 
Week of Your Birth Year (Starting from Your Birth) 

Week

Your Age in 
Years

01



 Your Life Slips Away Unnoticed? 

My Early Years

Primary School

Secondary School

College & University

Work Life

Remaining
 (as per life 
expectancy)

This is where I’m right now

This is what I’ve to 
manage with excellence!

This is already gone!



ARE THE TWO EQUAL?

AHMED CHILLOO 
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HOW DO PEOPLE LIKE AHMED DO IT?

The Art of Never Being Late



TECHNICAL DEFINITION
STRATEGIC TIME MANAGEMENT

“This is the margin of time incorporated into an activity 
which accounts for delays that can be anticipated.”

BUFFER
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Then What? (will happen) 

WHY PEOPLE DON’T KEEP BUFFERS?

“  Arrogance  (I / Me)    ” میں

‘‘ہوگا کیا تو’’            





Then What? (will happen) 

So What?  (All is OK!!)

WHY PEOPLE DON’T KEEP BUFFERS?

“  Arrogance  (I / Me)    ” میں

‘‘ہوگا کیا تو’’            

‘‘ہوا  کیا تو’’                  



HAKEEM M SAEED
Jan 1920 – 17 Oct 1998 - NI, PhD



HAKEEM MOHAMMAD SAEED
10,00,000 Prescriptions 80,000 Pages writing (Islam, Hikmat, Ladies, Children, 

Travelogue, Medicine, Politics & lot more) 
Governor Sindh – 1993 - 1994

Vice Chancellor – Hamdard University - 14 August 1985 – 17 October 1998
 Director Hamdard Laboratories –   14 August 1948 – 17 October 1998

Board of Directors – Few universities
Treasurer – Dar-ul-Uloom Karachi









Total Late Time of Tokyo Metro in 2014

285 Stations
13 lines
11 million+ passengers/year

The total late time of all trains in 2021 
was
       00: 30
      mm : ss





The palest ink is better than the sharpest memory.



SURAH AL-BAQARAH: AYAH 282

ٰۤا اذِاَ تدََاينَتُّۡمۡ بدَِينٍۡ الِٰٰى اجََلٍ مًُّسَمًّى فاَكۡتُّبُّوۡهُُّ ًُّهاَ الذًَِينَۡ امٰنَُّوۡ ٰۤـايَ ٰ ٌۢ باِلعۡدَۡلُِي مۡ كاَتِب  وَلََ ياَبَۡ كاَتِب  انَۡ يكًَۡتُّبَ ؕ  وَليۡكَۡتُّب بيًَنۡكَُّ
َ رَبهًَٗ وَلََ يبَخَۡسۡ مُِ َـقًُّ وَليۡتَقًَِ اللّٰه ُُّ فلَيۡكَۡتُّبُۡ ۚوَليُّۡمۡللِِ الذًَِىۡ علَيَهِۡ الۡۡ انُۡكَمَا علَمًََهُّ اللّٰه ىا اوَۡ ؕ  فاَنِۡ كاَنَُهُّ شَيـۡــ ى َـقًُّ سَفِيهۡ  الذًَِىۡ علَيَهِۡ الۡۡ

وۡا شَهِيدَۡينِۡ مِنۡ رًُِ ُّهٗ باِلعۡدَۡلُِ  وَاسۡتشَۡهِدُّ ً ُّمۡللِۡ وَلِي وَ فلَيۡ ِلًَ هُّ مُۡۚ فاَنِۡ لمًَۡ يكَُُّجَُضَعِيفۡىا اوَۡ لََ يسَۡتطَِيعُّۡ انَۡ يًُّّ ل  الكُِّ ليَِۡۡ فرََجُّ وۡناَ رَجُّ
َُ رَ احِۡدٮٰهُّمَا الَُّۡخۡرٰىُ  وَ لََ ي هدََآءِ انَۡ تضَِلًَ احِۡدٮٰهُّمَا فتَُّذَكًِ امۡرَاتَنِٰ مِنًَۡ ترَۡضَوۡنَ مِنَ الشًُّ هدََآءُّ اذِاَ مَا دُّعُّوۡااُۡوًَ ؕ  وَلََ بَ الشًُّ

ِ وَاقَۡوَمُّ للِ مۡ اقَۡسَطُّ عِندَۡ اللّٰه ٰ لكُِّ ىا الِٰٰى اجََلهُِٖ  ذ ىا اوَۡ كبَيِۡۡ ٰۤا انَۡ تكَۡتُّبُّوۡهُّ صَغيِۡۡ وۡ مُّ وۡنَ تِِاَرَةى هاَدةَِ وَادَۡنٰٰٰۤ الًَََ ترَۡتاَبُُّشًَُتسَۡـــ َ ٰۤ انَۡ تكَُّ ىا الًََِ وۡ
ناَح  الًَََ تكَۡتُّبُّوۡهَا مۡ جُّ مۡ فلَيَسَۡ علَيَكُّۡ وۡنََاَ بيَنۡكَُّ ٰۤا اذِاَ تبَاَيعَۡتُّمُۡحَاضِرَةى تُّدِيرُّۡ وۡ لََ شَهِيدُۡ وَلََ يُّضَآرًَ كاَتُِؕ  وَاشَۡهِدُّ ؕ  ب  وًَ

ءٍ عَُ ُّ بِكُّلًِ شََۡ ُُّ   وَاللّٰه كُّمُّ اللّٰه َُ   وَيُّعلَمًُِّ مۡ   وَ اتًَقُّوا اللّٰه وۡق  ٌۢ بكُِّ ُّوۡا فاَنِهًَٗ فُّسُّ يمۡ ُلُِوَانِۡ تفَۡعلَ



GK-BOOK 
The Gatekeeper of tasks
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SOME POSSIBLE ENTRIES
• Telephone numbers and addresses with accompanying notes.

• General reminders like buying a battery for your watch or buying a stapler for your office.

• Reminders regarding appointments with people.

• Picking up milk for your home.

• Grocery lists.

• Expenses.

• Putting down how much you jogged the other day.

• Jot down a winning idea that came to you while you were stuck in a traffic jam.
• An excellent proverb or a verse from poetry that you would like to refer to later.
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FILLING OF INFORMATION 
FROM THE GK BOOK

Quote Book

To-do Lists

Health LogJoke Book

Address BookDiary

GK Book

Quote
s

Promises Commitments
Reminders
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INTERACTION OF THE GK 
BOOK WITH THE TO-DO LISTS

86

GK
Book

Today To-Do List (TTL)

Current Week To-Do List (CWL)

Current Month To-Do List (CML)

Current Year To-Do List (CYL)

Master To-Do List (MTL)
Life’s Master Plan (Your Long-Term Goals & Visions)



GK
Book

Today To-Do List (TTL)

Previous Day’s
Today To-Do List (TTL)

COMPILATION OF THE TODAY 
TO-DO LIST

Current Week To-Do List (CWL)
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GK
Book

Current Week To-Do List (CWL)

Previous Week’s
Current Week To-Do List (CWL)

Current Month To-Do List (CML)

COMPILATION OF THE 
WEEKLY TO-DO LIST
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GK
Book

Current Month To-Do List (CML)

Previous Month’s
Current Month To-Do List (CML)

Current Year To-Do List (CYL)

COMPILATION OF THE MONTHLY 
TO-DO LIST
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GK
Book

Current Year To-Do List (CYL)

Previous Year’s
Current Year To-Do List (CYL)

Master To-Do List (MTL)

COMPILATION OF THE YEAR 
TO-DO LIST
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INTERACTION OF THE GK 
BOOK WITH THE TO-DO LISTS

86

GK
Book

Today To-Do List (TTL)

Current Week To-Do List (CWL)

Current Month To-Do List (CML)

Current Year To-Do List (CYL)

Master To-Do List (MTL)
Life’s Master Plan (Your Long-Term Goals & Visions)



APPLICATION OF 
TO-DO LIST

Life’s Master Plan Family Books

Books

Career

Career

Career

Career

Career

Spiritual

Spiritual

Spiritual

Spiritual

Spiritual

Family

Family

Family

Family

Current Year
 To-Do List

Current Month
 To-Do List

Current Week
 To-Do List

Today
 To-Do Lists

Books

Books

Books



BOOKS
Life’s Master Plan

Current Year To-do List

Current Month  To-do 
List

Current Week To-do List

Today To-do List

• 50 Books

• 20 Books

• 2 Books (with 300 pages & 400 pages each)

• 11 pages of book A        • 14 pages of book B

• 75 pages of book A        • 100 pages of book B



THE DAILY 
SCHEDULER (DS)
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Sep Mon Tue Wed Thu Fri Sat Sun Notes
2024 23 24 25 26 27 28 29

3 am
0
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0
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0
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0
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Sep Mon Tue Wed Thu Fri Sat Sun Notes
2024 23 24 25 26 27 28 29
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Sep/ Oct Mon Tue Wed Thu Fri Sat Sun Notes

2024 30 31 01 02 03 04 05
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Sep Mon Tue Wed Thu Fri Sat Sun Notes

2024 23 24 25 26 27 28 29

3 am
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0
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A2: Nayyar Abdul Rab

055-7654321

Business Consulting Meeting

1031, Business Bay Dubai

A1: Iqrar Ahmed Abbasi

050-1234567

Personal Development Coaching,

Rove, Deira

A1

A2
11:40 am

to 2:20 pm



3 CARDINAL RULES OF DS
• Don’t give an appointment to anyone without looking at your DS.

• Don’t start your day without looking at your DS.

• Always have the active week on the left side.
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Sep Mon Tue Wed Thu Fri Sat Sun Notes

2024 23 24 25 26 27 28 29
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A1

Meeting with

Mr. Abrar

Q1
TRQ1

Time Restricted

Q1

WALK Q2

Time Restricted

Q2

TRQ2

A1: Mr. Abrar

050-1234567

Personal Coaching Session,

Office 2208, ABC Towers, DXB



THE CONCEPT OF TRQ1
The degree of success of a person is directly 

proportional to how well he can convert his Q2s 
into TRQ2s and treat them as ‘TRQ1s’.
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 عرفہ! هللالحمد
ِ
رجمے اور حواشی کی تکمیل یوم

 

 حم السجدہ کے ت
ٔ
ر۱۴۲۸سورہ

 

دلفہ جانے ھ کو میدانِ عرفات میں مغرب کے بعد م

 میں ہوئیکے لئے 

 
 

االله۔ اگاڑی کے انتظار کے وق

 

رتعالیٰ اپنے فضل و کرم سے اس ن

 

 کو اپنی ن ارگاہ میں شرفِ قبول عطا رف

 

دم

 

ما کر چیز خ

رمائیںبندے کی مغفرت اور نجات کا ذریعہ بنا دیں، اور ن اقی سورتوں کی تکمیل بھی اپنی

 

۔ آمینرضائے کامل مطابق کرنے کی توفیق عطا ف



روز بدھ ! الحمدللہ رجمہ اور تشریحی حواشی آج ت 

 

 جمعہ کا ت
ٔ
ھ مطابقٰ۱۴۲۹جمادی الا ولی؍۲۹سورہ

 ۲۰۰۸جون ؍۴
ٔ
رمائیں، اور ن اقی تعالیٰالله۔ اطیارے میں تکمیل کو پہنچے ءکو کراچی سے لاہور جاتے ہوے

 

 کو قبول ف

 

دم

 

 اس خ

رما

 

 کامل کے مطابق انجام دینے کی توفیق عطا ف
ٔ
 بھی اپنی رضاے

 

دم

 

ئیں۔ آمین سورتوں کی خ



روز جمعہ موخٔہ ! الحمدللہ رجمہ اور تشریحی حواشی آج ت 

 

 طلاق کا ت
ٔ
ء ۲۰۰۸جون؍۱۳ھ مطابق ۱۴۲۹جمادی الثانیہ؍۸سورہ

 
ٔ
 کو اپنیالله۔ اجہاز میں تکمیل کو پہنچے کو دبی سے کراچی جاتے ہوے

 

دم

 

افعتعالیٰ اس خ

 

رما کر اُسے ن

 

بنائیں، اور  ن ارگاہ میں شرفِ قبول عطا ف

 کامل کے مطابق مکمل کرنے کی
ٔ
رجمہ اور تشریح  بھی اپنی رضاے

 

رمائیں۔ امٓین م  امٓین۔ن اقی سورتوں کا ت

 

 توفیق رحمت  ف



DR. ABDUL BARI KHAN
To provide excellence-driven healthcare 
free of cost to please Allah (swt)

• Founder – Indus Health Network
• Network of 100% free hospitals across Pakistan
• 17 hospitals, 
• 52 Primary Care Clinics,
• 4 Rehabilitation Centers 
• 4 Regional Blood Centers
• Largest Pediatric Oncology Center
• 10,000+ Children treated for Cancer
• 450,000 patients/month,
• 10,000+ team members
• 100% paperless
• Budget - PKR 57 billion for 2024



Dr. Amjad Saqib
• Founder – Akhuwat Foundation
• Zero interest
• 5.5 Million Families
• PKR 235 Billion disbursed (Sep,2024)
• 58% Males / 42% Females
• 99.89% Recovery
• 857 branches
• 3,500+ Staff
• 301 Schools & 3 Colleges
• 47,000+ students
• 500,000 patients of Hepatitis & Diabetes 

treated free of cost
• 8,500 Volunteers
• Qarz-e-Hasanah, 
• Education, 
• Medical services, 
• clothes bank, 
• Khawajasira Program, 
• Low-cost housing interest-free loans 

A poverty-free society built on the 
principles of compassion and equality.
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Dr. Abdur-Rahman As-Sumait (ra)
• Founder – Direct Aid Foundation
• 31 Countries (in Africa)
• 5,708 Masajids
• 25,000+ wells
• 80,000 Orphans sponsored
• 4 Universities
• 65,000 Undergrads
• 4 Radio Stations (2496 programs in 19 

countries)
• 3 Hospitals
• 320 Dispensaries
• 5,800 mobile health programs
• 700K tons of Aid provided
• 304 schools established
• 17 Islamic institutions (Madaris)
• 51 Million copies of the Quran distributed
• 4,000 da’ees developed
• 71 Women Vocational Centers
• 7,800 Team Members
• 11 million+ accepted Islam
• One Man = One Nation

To help Africa free from ignorance, 
poverty, and disease.

1947-2013



WHY ALL OF THIS 
EFFORT?

Why do we need to do all this noting 
down, writing, making to-do lists, 

planning, and scheduling?



A Vision without 
execution is a delusion.

“
“

Thomas A. Edison



Strategic Time 
Management

Prioritization Determination/عزم



Prioritization

Prioritization is the process through 
which you decide what activity or 
task to do by analyzing its relative 
importance and urgency.



Azm (Determination) is a character 
trait that works like fuel and gives 
you the energy to move toward your 
vision despite challenges on the way.

عزم



عزم

تہیہ پختہ ارداہ

ضبط وتحمل

الأمَْرَُعزََمَُ
ا

 

ا ، پختہ ارادہ کرن

 

ا ، ٹھان لینا ، کوشش کے ساتھ لگ جان

 

 ۔کسی کام کا تہیہ کرن

عزَِيّْةَُُّ
ا لازم ہو ۔پختہ ارادہ ، تہیہ ، حوصلہ ، وہ کام جس کا پختہ ارادہ کیا گیا ہو ، وہ کام جس کا کیا جا

 

ن

و ں نے دعوت الی اللہ کی راہ میں کمال: من الرسل العزماولو

 

ج ہن
ضبط وتحمل سے کام لیا ۔اللہ کے وہ پیغامبر 

ان ۔عزمپختہ 

 

کا ان : ُ العزَمُِثاَبتِ   



WHAT IS THE MEANING OF THE WORD 
“IMPORTANT”?
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Dwight D. Eisenhower

Things that are important are 
seldom urgent, and things that 

are urgent are seldom 
important.

“

”
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IMPORTANT URGENT

IMPORTANT – VS - URGENT
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Stephen R. Covey



TIME QUADRANT MATRIX
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Urgent Not Urgent

N
ot

 Im
po

rt
an

t
Im

po
rt

an
t

Q1
Important

Urgent

Q3
Not Important

Urgent

Q2
Important
Not Urgent

Q4
Not Important

Not Urgent



IMPORTANT
(TECHNICAL DEFINITION)

IMPORTANT
Anything that takes us towards our 
‘Vision’ is called ‘important’, and 
anything that doesn’t take us 
towards or takes us away from our 
‘Vision’ is called ‘not important’.
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EXAMPLE
VISION:

I would like to be physically healthy, intellectually developed, emotionally balanced and 
spiritually connected to Allah (swt)

Activities taking closer to the Vision

• Balanced diet
• Regular walk and exercise
• Reading books
• Understanding Quran
• Managing anger
• Spending time and sharing with family
• Offering timely prayers
• Daily recitation of Quran and regular Zikr

Activities taking away from the Vision

• Smoking
• Over-eating
• Late night parties / movies
• Bad company of friends
• Irregular sleep timings
• Managing poorly when times get tough
• No or irregular prayers
• No Recitation, No Zikr, Not going to Masjid



IMPORTANT ENJOY

THE RELATIONSHIP BETWEEN 
IMPORTANT & ENJOY



A MISTAKE MOST PEOPLE MAKE IN 
PRIORITIZATION

They tend to prioritize activities that they 
enjoy, and they tend to unprioritized 

activities they don’t enjoy!



ةالبقر سورة

ُُّ مۡ  وَاللّٰه ًَـكُّ وَ شَرً  ل هُّ ُّوۡا شَيـۡـ ىا وًَ ً بِ مُۡۚ وَعَسٰٰٰۤ انَۡ تُُّ ًَـکُّ وَ خَيۡۡ  ل هُّ وۡا شَيـۡـ ىا وًَ وۡنَُوَعَسٰٰٰۤ انَۡ تكَۡرَهُّ ﴾۲۱۶﴿ يعَلۡمَُّ وَانَتُّۡمۡ لََ تعَلۡمَُّ

اگوار کو چیز کسی تم ہے ممکن اور

 

 کرو پسند کو چیز کسی تم کہ ہے ممکن اور ہو بہتر لیے تمہارے وہ اور سمجھو ن

۔جانتے نہیں تم اور ہے جانتا ہی الله اور ہو مضر لیے تمہارے وہ اور



الحجرات سورة

ُّمۡ  مۡ فِِۡ كَثيٍِۡۡ مًِنَ الَۡمَۡرِ لعََنِتً ُِ  لوَۡ يُّطِيعُّۡكُّ وۡلَ اللّٰه مۡ رَسُّ ٰۤا انًََ فيِكُّۡ وۡ ُوَاعلۡمَُّ ٰـكِنًَ ُۡوَ ل َ حَببًََ الِيَ مُّ الَۡيِّۡاَنَ اللّٰه كُّ وۡنََۙ شِدُّ مُّ الره ىٮ ِكَ هُّ ٰ وۡقَ وَالعۡصِۡياَنَُ  اُّول سُّ فۡرَ وَالفُّۡ مُّ الكُّۡ هَ الِيَكُّۡ مۡ وَكَرًَ ُّوۡبكُِّ ﴾۷﴿وَزيَنًَهَٗ فِِۡ قُّل

پر مشکل پڑ جائے لیکن الله نے موجود ہے اگر وہ بہت سی ن اتوں میں تمہارا کہا مانے تو تمصلى الله عليه وسلم اور جان لو کہ تم میں الله کا رسول

رین

 

 اور کردکھان ا ہے اور تمہارے دل میں کفر تمہارے دلوں میں ایمان کی محبت ڈال دی ہے اوراس کو تمہارے دلوں میں م

رمانی کی نفرت ڈال دی ہے 

 

اف

 

اہ اور ن

 

 ن افتہ ہیں۔گ

 

 
یہی لوگ ہدای



TWO STEPS TO CHANGE



STEP #1
Consciously Working on our 
Intellect through knowledge, 
experiences and observations



STEP #2
Targeted Duas and company 
of Pious People for Allah (swt) 
to change our Hearts



عمران آل سورة

نكَۡ رَحۡۡةَىُ ُّوۡبنَاَ بعَۡدَ اذِۡ هَدَيتۡنَاَ وَهَبۡ لنَاَ مِنۡ لدًَُّ ُرَبنًَاَ لََ تُّزِغۡ قُّل ابُّ ﴾۸﴿ؕۚ انِكًََ انَتَۡ الوَۡهًَ
رما، بے

 

ارے دلوں کا نہ پھیر اور اپنے ہاں سے ہمیں رمت  عطا ف
م
 کر چکا تو ہ

 

 
  تو ہم کو ہدای

 
ارے رب ج

م
۔ ک  تو بہت زن ادہ دینے والا ہےاے ہ



3522:حديث نمبرترمذی جامع
  کہتے ہیں کہ میں نے ام سلمہ

 

  رسول! ام المومنین :  سے پوچھا  ؓشہر بن حوش
 

کا قیام آپ کے یہاں صلى الله عليه وسلم اللہ ج

ا تو اپٓ 

 

ر دعا کیا ہوتی تھی؟ انہوں نے کہاصلى الله عليه وسلم ہون

 

ر : کی زن ادہ ت

 

 القُّْلُّوبِ ثبَتًِْ قلَبْيِ عَلََ ياَ مُّقلَبًَُِ}: اپٓ زن ادہ ت
ياَمُّقلَبًَِ القُّْلُّوبِ '':  یہ دعا آپ اکثر! ؎ پڑھتے تھے، خود میں نے بھی آپ سے پوچھا اے اللہ کے رسول ۱{ دِينِكَ  ا''ثبَتًِْ قلَبْيِ عَلََ دِينِكَُ رمان 

 

 ایسا نہیں ہے جس کا دل اللہ کوئی بھی شخص! اے ام سلمہ '' :کیوں پڑھتے ہیں؟ اپٓ نے ف

اہے ( دین حق پر )کی انگلیوں میں سے اس کی دوانگلیوں کے درمیان نہ ہو، تو اللہ جسے چاہتاہے 

 

 قدم رکھ

 

 
ای

 

قائم ون

اور جسے چاہتاہے اس کا دل ٹیڑھا کردیتاہے پھر

 ( 

 

 
 ( راوی حدی

 

 
رمذی کہتے ہیں۲{ رَبنًَاَ لََ تُّزِغْ قُّلُّوبنَاَ بعَدَْ إذِْ هَدَيتْنَاَ}: معاذ نے ایٓ

 

یہ -۱:؎ پڑھی۔امام ت

 حسن ہے،

 

 
ر ، عبداللہ بن عمرو اور نعیم-۲حدی معاان ، انس ، جات 

س
 بن عمار ؓم سے بھی اس ن اب میں عائشہ، نواس بن 

 ائٓی ہیں۔

 

 
احادی





TIME QUADRANT MATRIX
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Urgent Not Urgent
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Q1
Important

Urgent

Q3
Not Important

Urgent

Q2
Important
Not Urgent

Q4
Not Important

Not Urgent



URGENT (TECHNICAL DEFINITION)

Urgent
Urgent is defined as anything if not done in the present, most 
probably cannot be done later, even if you are alive and able.



HOW TO DETERMINE IF 
SOMETHING IS URGENT OR NOT?

If I do not do this activity now (in present), can I do it later if I’m alive and able?

YES

Not Urgent

NO

Urgent



CLASSIFY WHAT IS URGENT AND NOT URGENT

Sleeping Watching a live 
cricket match Gossiping

Not Urgent Not UrgentUrgent

39



CLASSIFY WHAT IS URGENT AND NOT URGENT

Doing exercise

Not Urgent

Seeing a particular car on 
the other side of the highway

Urgent

Seeking forgiveness 
from spouse

Not Urgent

39



Going to a sale which is 
ending today

Urgent

Picking up a call 
when phone is ringing

UrgentNot Urgent

Hugging your child

39

CLASSIFY WHAT IS URGENT AND NOT URGENT



Important

Q2

Sleeping

Not Urgent

N. Imp

Q4

Gossiping

Not Urgent

Imp/ N. Imp

Q1/ Q3

Watching a live 
cricket match

Urgent

39

NOW…CLASSIFY WHAT IS IMPORTANT OR 
NOT IMPORTANT



Doing exercise

Not Urgent

Important

Q2

Seeing a particular car on 
the other side of the highway

Urgent

N. Imp

Q3

Seeking forgiveness 
from spouse

Not Urgent

Imp

Q2

39

NOW…CLASSIFY WHAT IS IMPORTANT OR 
NOT IMPORTANT



Hugging your child

Not Urgent

Important

Q2

Going to a sale which is 
ending today

Urgent

Imp/ N .Imp

Q1/ Q3

Picking up a call 
when phone is ringing

Urgent

Imp / N. imp

Q1/ Q3

NOW…CLASSIFY WHAT IS IMPORTANT OR 
NOT IMPORTANT

39
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EXAMPLES OF 4 QUADRANTS

Q1 Q2

Q3 Q4



Urgent Not Urgent

N
o
t 

Im
p
o
rt

a
n
t

Im
p
o
rt

a
n
t

Q 1

Q 3

Q 2

Q 4

General checking of emails





Urgent Not Urgent

N
o
t 

Im
p
o
rt

a
n
t

Im
p
o
rt

a
n
t

Q 1

Q 3

Q 2

Q 4

Checking an email from a client that sent a 
request that has to be responded within two 
hours





Urgent Not Urgent

N
o
t 

Im
p
o
rt

a
n
t

Im
p
o
rt

a
n
t

Q 1

Q 3

Q 2

Q 4

Responding to an email till 3 pm to get a deal 
on mobile phone that I do not need





Urgent Not Urgent

N
o
t 

Im
p
o
rt

a
n
t

Im
p
o
rt

a
n
t

Q 1

Q 3

Q 2

Q 4

Responding to junk emails





PONY # 1 THAT MOST PEOPLE HAVE…
If something is not urgent, it means it is not necessary to do it now!

1.  My son needs counseling, but it is not necessary to do it today because I can counsel him any time later.
2. A report is due to be submitted on the 20th of the month, and today is the 11th, so it is not necessary to do it 

now. 
3. I need to do proper visioning and road mapping for myself, my family and my business, but I will do it later.

41



PONY # 2 THAT MOST PEOPLE HAVE…
Everything that is urgent, must be entertained!

1.  Man! Today it is a Pakistan vs India match, and I must stick to the TV.
2. My friends are going to dine out, and they’re at my home, so it is a must to go out with 

them. 
3. O! It is my client’s dinner party, so it is a must to attend it no matter if it gets late!

41



TIME QUADRANT MATRIX
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PRIORITIZING STRATEGIES – HANDLING Q1
1. What to do when faced with a simple Q1?

2. What to do when faced with two Q1s simultaneously? A simple Q1?

Just Do it!

Prioritize: Analyze which one is more important, or Which one has higher consequences if 
not done? E.g. Two assignments, and both are due at the same time. What will you do?



PRIORITIZING STRATEGIES 
HANDLING Q1

3. What to do when faced with a Q1 and a Q2 activity?

Prioritize: Do the analysis of if you do not do Q2 now, what are the chances of it to 
move into Q1? And if it moves into Q1, will the consequences be more than the 

consequences of the existing Q1?

Urgent Not Urgent

N
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t 
Im

p
o

rt
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t
Im

p
o

rt
an

t

Q1
Important

Urgent

Q3
Not Important

Urgent

Q2
Important
Not Urgent

Q4
Not Important

Not Urgent



ک وہ Q2 ہے سمجھتا گراں تو جسے ای 

رار Q1s نجات کو آدمی ہے دیتا سے

 

م
ہ



TIME QUADRANT MATRIX

27

Urgent Not Urgent

N
ot

 Im
po

rt
an

t
Im

po
rt

an
t

Q1
Important

Urgent

Q3
Not Important

Urgent

Q2
Important
Not Urgent

Q4
Not Important

Not Urgent



PRIORITIZING STRATEGIES – HANDLING Q2
3. What to do with Q2 activities?

Prioritize: Do the analysis of if you do not do Q2 now, what are the chances 
of it to move into Q1? And if it moves into Q1, will the consequences be 

more than the consequences of the existing Q1?



“The degree of success of a person is directly 

proportional to the number of hours he/she 

puts into Q2 activities in a day.”

52



PRIORITIZING STRATEGIES – HANDLING Q4
3. What to do with Q4 activities? Activities that are neither 

Not important (not taking you closer to your visions) 
Not urgent (there is no need to do them now).

Drop them! Eliminate them from life! They’re eating your time and 
resources! They’re time killers! Mostly derived from those roles in life that 

do not add any value to your life.



وۡنََۙ مۡ عنَِ اللغًَوِۡ مُّعرِۡضُّ ﴾۳﴿وَالذًَِينَۡ هُّ
سورة المؤمنون

فضول ن اتوں سے منہ موڑے رہتے ہیں۔( ایمان والے)اور جو 

ل، بے لغو وبیہودہ، بیکار، فضو-( فعل)

فائدہ ن ات ن ا کام

Q4



جیسے دی اجاڑ ایسے نے ہم

ہو کمائی کی ن اپ زندگی



Disturbance 

PRIORITIZING  STRATEGIES – HANDLING Q3

3. What to do with Q3 activities? Activities that are not 
important (not taking you closer to your visions) but 
urgent.

Filter them! They are usually 
distractions/disturbances because of the urgency 
factor in them. You may not be able to eliminate 
them 100%, but you can control them by pre-
emptively designing filters for Q3 activities in your life.
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2. What to do if things generate them?

• List down the sources of such Q3s

• Think about how you can save yourself from those 
distractions as much as you can

1. What to do if people generate them?

• Learn and develop the ability to say “No”

• Educate them on your goals and priorities

54

PRIORITIZING  STRATEGIES – HANDLING Q3



HOW TO PRACTICE SAYING “NO”!
• Clearly understand what is really important to you and what is not.
• Appreciate the person for trusting you but communicate to them clearly why you can’t help.
• Politely say no to the request/task, not the person.
• Just saying no makes very little difference, but explaining the reason does make a significant difference.
• Without violating the above, be as resolute as the other person is pushy.
• Establish a pre-emptive no and let people around you know that you’re hyper-focused on the most 

important roles of life and trying to reduce your obligations in other areas of life.
• Be prepared to miss out because saying no always leads to a missed opportunity. It’s a trade-off, and 

you should be wise enough to know what’s really important to you.
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 عرفہ! هللالحمد
ِ
رجمے اور حواشی کی تکمیل یوم

 

 حم السجدہ کے ت
ٔ
ر۱۴۲۸سورہ

 

دلفہ جانے ھ کو میدانِ عرفات میں مغرب کے بعد م

 میں ہوئیکے لئے 

 
 

االله۔ اگاڑی کے انتظار کے وق

 

رتعالیٰ اپنے فضل و کرم سے اس ن

 

 کو اپنی ن ارگاہ میں شرفِ قبول عطا رف

 

دم

 

ما کر چیز خ

رمائیںبندے کی مغفرت اور نجات کا ذریعہ بنا دیں، اور ن اقی سورتوں کی تکمیل بھی اپنی

 

۔ آمینرضائے کامل مطابق کرنے کی توفیق عطا ف



روز بدھ ! الحمدللہ رجمہ اور تشریحی حواشی آج ت 

 

 جمعہ کا ت
ٔ
ھ مطابقٰ۱۴۲۹جمادی الا ولی؍۲۹سورہ

 ۲۰۰۸جون ؍۴
ٔ
رمائیں، اور ن اقی تعالیٰالله۔ اطیارے میں تکمیل کو پہنچے ءکو کراچی سے لاہور جاتے ہوے

 

 کو قبول ف

 

دم

 

 اس خ

رما

 

 کامل کے مطابق انجام دینے کی توفیق عطا ف
ٔ
 بھی اپنی رضاے

 

دم

 

ئیں۔ آمین سورتوں کی خ



روز جمعہ موخٔہ ! الحمدللہ رجمہ اور تشریحی حواشی آج ت 

 

 طلاق کا ت
ٔ
ء ۲۰۰۸جون؍۱۳ھ مطابق ۱۴۲۹جمادی الثانیہ؍۸سورہ

 
ٔ
 کو اپنیالله۔ اجہاز میں تکمیل کو پہنچے کو دبی سے کراچی جاتے ہوے

 

دم

 

افعتعالیٰ اس خ

 

رما کر اُسے ن

 

بنائیں، اور  ن ارگاہ میں شرفِ قبول عطا ف

 کامل کے مطابق مکمل کرنے کی
ٔ
رجمہ اور تشریح  بھی اپنی رضاے

 

رمائیں۔ امٓین م  امٓین۔ن اقی سورتوں کا ت

 

 توفیق رحمت  ف



“Your ability to say no lies in your ability to say 

yes and honor it 100% of the times.”
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HOW A SENIOR GOVERNMENT 
OFFICER PUT A FILTER?

Welcome! 

The matter that has brought you to my office, could it have been discussed via 

email? 

If yes, please be kind enough to send me an email, and if no, please read on: 

Could the matter be discussed over the phone? 

If yes, then please call me, and if no, please read on: 

Could the matter be discussed during my office hours between 12:00 pm to 2:30 pm? 

If yes, then please come within that time and if no then please do step in! 

56



How a family put a filter in 
a wedding ceremony?



INTERNAL & EXTERNAL Q1S
Internal Q1s
Q1 situations, which arise because:

• We have ignored a Q2 activity.
• We have delayed a Q2 activity.
• We have not found a possible Q2 activity and done it.

External Q1s are those Q1 situations, which are not internal Q1s.
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A REPORT IS DUE ON JUNE 25 & WILL TAKE 
2 DAYS TO COMPLETE

June

25

23

22

18

15

12

Due Date

Q1 Zone

Q2 Zone

Stress

Eustress
(Positive 
Stress)

Disinterest
(apathy)

Q2

Q2

Q2

Q2

Q1









O! God, give me the serenity to accept my External Q1s

O! God, give me the courage to change my Internal Q1s

O! God, give me the wisdom to know the difference



ر  

 

نیازی م



Urgent Not Urgent
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t
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Q3

Q2

Q4

LINK BETWEEN QUADRANTS



HOW OUR BRAIN 
WORKS



Conscious Mind

Sub-Conscious Mind

• Thinking & Planning
• Analyses
• Short-term 

memory

• Thinking Patterns / Mental routines
• Core beliefs, Ideological 

foundations
• Emotions & Feelings
• Involuntary body functions
• Habits
• Relationship Patterns
• Addictions
• Long-term memory
• Protective Reactions

CONSCIOUS & SUB-CONSCIOUS MIND

10%

90%



Multi-Tasking

MULTI-TASKING & MULTI-PROCESSING

Multi-Processing

Human multitasking is an apparent human ability 
to perform more than one task, or activity at the 
same time. An example of multitasking is taking a 
phone call while driving a car.

Human multiprocessing is the ability of the human 
brain to process more than one thing or activity at 
the same time. An example of multi-processing is 
when your brain registers the sound of AC in the 
room and the voices of kids outside the room, and 
you’re writing fast while your brain is registering 
between-the-line messages during a lecture.



Multi-Tasking

MULTI-TASKING & MULTI-PROCESSING

Multi-Processing

Human multitasking is an apparent human ability 
to perform more than one task, or activity at the 
same time. An example of multitasking is taking a 
phone call while driving a car.

Human multiprocessing is the ability of the human 
brain to process more than one thing or activity at 
the same time. An example of multi-processing is 
when your brain registers the sound of AC in the 
room and the voices of kids outside the room, and 
you’re writing fast while your brain is registering 
between-the-line messages during a lecture.

Multi-tasking Multi-processing

C
on

sc
io

us
Le

ve
l

Su
b-

co
ns

ci
ou

s
Le

ve
l

✓

✓

✓
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There is no such thing as multitasking. Just ‘task-switching’ 
back and forth till you get exhausted.“

”

My Brain has too many tabs open!





Sub-Conscious Mind

Trigger

DISCRETIONARY MENTAL ROUTINES 
(DMRS)

DMRs



INSTINCT DMRs

1. Changing the gears

2.Cycling

3.Swimming

4.Writing

5.Typing

1. Remembering the face 

of a person

2.Remembering the 

place of an accident

1. Arithmetic

2.Thoughts about a 

particular person

3.About a place or thing 

4.About a community

THOUGHT DMRsMOTOR DMRs

1. Breathing

2.Blinking of Eyes

3.Sucking Milk

4.Crying

5.Smiling

INSTANT REPETITIVE

TYPES OF DMRS
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Whatever we feed to our subconscious mind and nourish it 
with repetition again and again, will one day form our 

personality.



OUR BEHAVIOR

+

+

+

CONSCIOUS 
THOUGHTS

INSTINCT 
DMRs

MOTOR 
DMRs

THOUGHT 
DMRs

Our behavior is the prisoner of our DMRs.
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Watch your thoughts, because they become your 
WORDS

Watch your words, because they become your 
ACTIONS

Watch your actions, because they become your 
HABITS

Watch your habits, because they become your 
CHARACTER

Watch your character, because it becomes your 
DESTINY

25



POINT TO REMEMBER

Once our mental routines are 
developed, they work with 

uniformity.



وسلم علیہ الله صلی رسول حکمت

ُ وَ يتَوََضًَ ُّ علَيَهِْ وَسَلمًََ مَرًَ بِسَعدٍْ وَهُّ ِ صَلًََ الَلًّٰ ولَ الَلًّٰ ِ بنِْ عَمْرٍو أنًََ رَسُّ أُّ عنَْ عبَدِْ الَلًّٰ
ُفقَاَلَُ رَفُّ وءِ إسِْرَاف  قاَلَُمَا هَذَا السًَ نعَمَْ وَإنِْ كُّنتَْ عَلََ نََرٍَ جَارٍُفقَاَلَ أفَِِ الوُّْضُّ

 ہے کہ 

 

 
تو  ن اس سے گزرے، وہ وضو کر رہے تھے رسول اللہ صلی اللہ علیہ وسلم سعد رضی اللہ عنہ کےعبداللہ بن عمرو رضی اللہ عنہما سے روای

رمان ا

 

ا ہے: یہ کیسا اسراف ہے؟ ، انہوں نے کہا: آپ صلی اللہ علیہ وسلم نے ف

 

رمان اکیا وضو میں بھی اسراف ہون

 

ہاں : ؟ آپ صلی اللہ علیہ وسلم نے ف

چاہے تم بہتی نہر کے کنارے ہی کیوں نہ بیٹھے ہو۔

425 اب ماج ه ابن سنن
َ

 

ِ
ةکِ ك

َ
هَاار

َّ
َ
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ا ا

َ

ِ

 

َ

 

سُُ
َ
  و



When a person cannot deceive himself, chances 
are against his being able to deceive other people.

Mark Twain



UNIFORMITY OF DMRS

Truthfulness and Honesty Lying & Deception



Organization

Disorganization

UNIFORMITY OF DMRS



With Others With Self

Which Promises are difficult to keep?

LET’S TALK ABOUT THE DMR 
OF KEEPING ONE’S WORDS



LET’S TALK ABOUT THE DMR 
OF KEEPING ONE’S WORDS

Which one is difficult to climb?

1000 
meters

2500 
meters



LET’S TALK ABOUT THE DMR 
OF KEEPING ONE’S WORDS

What should we need to do to develop the ability to 
climb the 2500 m mountain? to climb?

1000 
meters

2500 
meters

Practice on the smaller ones 
to develop the ability



THE DEVELOPMENT THAT HAPPENS ON THE SMALLER 
MOUNTAIN WILL HELP US SCALE THE BIG ONE.



Strategic Time 
Management

Prioritization Determination/عزم



So, if we want to develop our ability 
to fulfill our Azm and increase our 
consistency, we need to work on 

our promises with others.

عزم



One-sided promise وعدہ

Two-sided promise عقد

اق

 

Promise between two or more groups م 

عہد



رآنی احکام

 

ف

اسراء سورة

 

ال

ُّوۡلَىُ ﴾۳۴﴿وَاوَۡفُّوۡا باِلعۡهَۡدُِۚ انًَِ العۡهَۡدَ كاَنَ مَسۡــ 
اور عہد کو پورا کرو کہ عہد کے ن ارے میں ضرور سوال ہوگا۔



رآنی احکام

 

ف

المائدة سورة

وۡدُِ ٰۤا اوَۡفُّوۡا باِلعُّۡقُّ ًُّهاَ الذًَِينَۡ امٰنَُّوۡ ٰۤايَ ٰ ﴾۱﴿ي

راروں)اپنے عقود ! اے ایمان والو

 

کو پورا کرو۔ ( اف



رآنی احکام

 

ف

 منون سورة

 

و
م
ل

ا

وۡنََۙ مۡ لَِمَنٰتٰهِِمۡ وَعَهۡدِهِمۡ رٰعُّ ﴾۸﴿وَالذًَِينَۡ هُّ
 ۔ہیں کرتے ن اسداری کی عہدوں اور امانتوں جو اور



رآنی احکام

 

ف

صف سورة
ل
ا

ُّوۡنَُ ُّوۡنَ مَا لََ تفَۡعلَ وۡل ًُّهاَ الذًَِينَۡ امٰنَُّوۡا لمَِ تقَُّ ٰۤايَ ٰ ُّوۡن۲َُ﴿ي ُّوۡا مَا لََ تفَۡعلَ وۡل ِ انَۡ تقَُّ ىا عِندَۡ اللّٰه َ مَقۡت ﴾۳﴿﴾ كَبرُّ
اگوار ہے کہ! اے ایمان والو

 

 ایسی ن ات ہو  جو کرو نہیں۔ تم ایسی ن اتیں کیوں کہا کرتے ہو جو کرتے نہیں ہو۔ اللہ کو یہ ن ات سخت ن



وسلم علیہ الله صلی رسول حکمت

َُ: أنًََ النبًَيًَِ قاَلَُ: بنِْ عَمْرٍواللهِ عنَْ عبَدِْ ا ا، وَمنَْ كاَنتَْ فيِهِ خَصْلةَ  منِهُّْنًَ كاَن تْ فيِهِ أرَْبعَ  منَْ کُّنًَ فيِهِ كاَنَ مُّناَفقِىا خَالصِى
ثَ کذََبَ، وَإذِاَ عاَهَدَ غدََرَ، وَإذِاَ خَاصَمَ فجََرَُ: خَصْلةَ  مِنْ النفًَِاقِ حَتًَّ يدََعَهاَ ِنَ خَانَ، وَإذِاَ حَدًَ تُُّ .إذِاَ او ْ

االله حضرت عبدا رمان 

 

 کی ہے کہ نبی اکرم صلیٰ اللہ علیہ وآلہ وسلم نے ف

 

 
 جس میں ہوں وہ خالص منافق ہے اور جس کے چار ن اتیں: بن عمرو بن العاص رضی اللہ عنہ سے روای

 سپرد کی جائے تو خیا

 
 

  امای
 

 کہ اسے چھوڑ دے۔ ج

 

  ن ات کرے اندر ان میں سے کوئی ای  ہو تو اس میں نفاق کا ای  حصہ ہے، یہاں ی
 

 کرے، ج

 
 

تو جھوٹ بولے، ی

  جھگڑے تو بیہودہ بکے۔
 

  وعدہ کرے تو خلاف ورزی کرے اور ج
 

ج

34: ، رقم21: 1بخاري، الصحيح، 

58: ، رقم78: 1مسلم، الصحيح، 



وسلم علیہ الله صلی رسول حکمت

لََ ايِّانَ لِمنَْ لَ أ مانةَ لہَ، وَلََ دِينَ لِمنَْ لََ عَہْدَ لہَ
 داری نہیں اس میں ایمان نہیں اور جس شخص میں معاہدہ کی ن ابندی نہیں اس میں دین نہیں۔

 
 

جس میں امای



صادق  . 1

امین. 2

صادق  الوعد. 1

-:کے دو لقب تھےصلى الله عليه وسلم آنحضرت 









Zeeshan Ul Hassan 
Usmani



Dr Amjad Saqib
(Sitara-e-Pakistan, 2010)

Founder of Akhuwat Foundation



Dr Amjad Saqib
(Sitara-e-Pakistan, 2010)

Founder of Akhuwat Foundation

Vision
“ A poverty-free society built on the principle 

of  compassion  and equity”









:صلى الله عليه وسلماللهقال  رسول  ا
وْرِهَا بُّوْرِكَ   لَُِّمًَتِّْ   فِِْ   بُّکُّ

 ررانی)
لطب
م الکبیر 
 
ج
مع
ل

(ا

رے میں ہے۔ رکت سوت   کی ت 

 

میری ام



:صلى الله عليه وسلماللهقال  رسول  ا:  قال ؕ عن صخر الغامدی
وْرِهَا ههُّمًَ باَرِكْ   لَُِّمًَتِّْ   فِِْ   بُّکُّ الَل

رمذی) 

 

                                                              (جامع ت

رماتے ہیں کہ رسول ا

 

اللهحضرت صخر غامدیؓ ف
صلى الله عليه وسلم

رمائی

 

:نے یہ دعا ف

رما۔! هللاے ا

 

رکت عطا ف  میں ت 

 
 

رے کے وق  کے سوت 

 

میری ام

Jamia Tirmazi (International No. 1212)



:صلى الله عليه وسلماللهقال  رسول  ا
زقَُْ بحَْةُّ  تَُنْعَُّ  الرًِ الَصًُّ

(مسند احمد)

صبح کی نیند رزق کو روک دیتی ہے۔



:صلى الله عليه وسلماللهقال  رسول  ا
قيلوا  فإن  الشيطان  لَ  يقيل

 ررانی)
لطب
(ا

ا۔

 

قیلولہ کرو کیونکہ شیطان قیلولہ نہیں کرن



China Factory Workers 
Encouraged to Sleep on the Job

Workers nap during their shift at a computer hardware factory in 
the manufacturing city of Dongguan, China

Reference:  NBC News – 8:57 AM ET, 11 December, 2014



A sleep on the job by order of the boss

Chinese electronics factory workers Peasant-workers at a plant in 
Guangdong, China

Reference: Richard Shears For The Daily Mail – 01:23 GMT, 11 
December, 2014

Chinese factory workers given half hour nap after lunch 
breaks

http://www.dailymail.co.uk/news/article-2869364/Asleep-job-order-boss-Chinese-factory-workers-given-half-hour-nap-lunch-breaks.html


Mohan Dev



Answer – Quiz A on the to-do 
lists & the GK-Book

1. True
2.False
3.b
4.False
5.False
6.True
7. False
8.False
9.e
10.e

11.  b
12. b
13. b
14. False
15. c
16. True
17. a
18. True



Answer – Quiz on DS
1. False
2.b
3.d
4.a
5.a
6.True
7.b
8.a
9.False
10.c







Each one of you will choose someone to whom you would share the 
summary of your learnings. Let us look at the following research:

Explanation Effect: Why You Should Always Teach What You 
Learn

Reference: 
https://medium.com/@michaeldsimmons/these-studies-show-the-

incredible-power-of-teaching-to-learn-8b023ac4e556

https://medium.com/@michaeldsimmons/these-studies-show-the-incredible-power-of-teaching-to-learn-8b023ac4e556
https://medium.com/@michaeldsimmons/these-studies-show-the-incredible-power-of-teaching-to-learn-8b023ac4e556


THANK YOU
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