Priority Matrix

SORT YOUR TO-DOS BY URGENCY AND IMPORTANCE

URGENT NOT URGENT

0 DO FIRST e SCHEDULE

Urgent + important Important, not urgent

IMPORTANT
0O 000000 oo oo
0O 0 00O 000 oo oo

e DELEGATE 0 DROP IT

Urgent, not important Neither — let it go

NOT IMPORTANT

0O 0O 00O 000 oo oo
0O 0 00O 000 oo oo



