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A practical way to sort competing tasks and make space for the

work that matters most.

Inside this guide

» Distinguish urgency from importance when reviewing a
task list.

» Decide what to do, schedule, delegate, or reconsider.

 Revisit priorities as deadlines and responsibilities
change.

Who it may help

For students, professionals, and business owners managing
multiple demands on their time.

Putting the ideas to work

Try the matrix with a real list of tasks, then adjust the
categories to fit your responsibilities.

The ideas are starting points rather than one-size-fits-all
instructions. Adapt them to your goals, circumstances, and
available resources.
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