Priority Matrix

e |dentify what needs to be done at a glance
e Move tasks around based on urgency
e Plan for the short term and the long term
e Prioritize tasks: do / delegate / delete
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DO NOW: these tasks are important and have a high RO
SCHEDULE: these tasks require attention and will
become urgent if left undone

DELEGATE: these tasks are a distraction and should be
given to someone else to prioritize your time

e DELETE: these tasks are mundane and suck up your time
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