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ALTERNATIVE DAILY TASK PRIORITISATION SHEET

URGENT
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NOT URGENT

DO OR DELEGATE TODAY PREPARATION & ADVANCED PLANNING

DELEGATE OR DISMISS ACTIVE TIMEWASTERS

NOTES:
1. Effective Managers spend most time dealing with items in the Important/Not Urgent category (i.e. forward planning) and

least time in the Not Important/Urgent category (i.e. firefighting).
2. Tasks that are important need to be prioritised over those that are not important. Unimportant tasks should be delegated

where possible.
3. Urgency only ever increases the longer an item is left undone, particularly the important tasks.
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