Prioritisation Matrix

Important

Not Important, but Urgent

MANAGE these tasks
by cutting them short,
rejecting requests and
avoiding them while
doing important tasks.

N?t Important, Not Urgent

| AVOID these activities
and distractions all
together — they won't
help you achieve
SUCCess.

Important and Urgent

DO these tasks NOW!
You MUST meet your

important commitments
and deal with critical
issues as they arise.

Important, Not Urgent

PLAN to do these tasks
NEXT!
These ones are critical
to goal setting and
ultimate success.

e

Urgent



