How to Prioritize Your To Do List

URGENT NOT URGENT

Do First Schedule

First focus on important tasks Important, but not-so-urgent stuff
to be done the same day. should be scheduled.

IMPORTANT

Delegate Don’t Do

What's urgent,but less important, What’s neither urgent nor important,
delegate to others. don'tdo atall

NOT IMPORTANT

Eisenhower Matrix

Scan code
for free printables.
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