m Later, determine whether each activity
was a Priority 1. =, 3. or 4. See the chart

below.

m Finally, decide which activities deserve
more of your time (Priority 1 8 2) and
which deserve less (Priority 3 & 4).
Make plans to spend more of your time
tomorrow on Priority 1 & 2 activities.

MNOT IMPORTANT

URGENT NOT URGENT
IMPORTANT IMPORTAMNT
1 2

URGEMT MNOT URGEMNT

MOT IMPORTANT
4

Activities that deserve more time:

Activities that deserve less time:
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