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The Priority Matrix

How important is the task?
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Low Importance

No Action:
Don't Do

High Urgency Low Urgency
How urgent is the task?
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Urgent Not Urgent
Important Quadrant | uadrant |l
e Crisis e Relationship building
e Pressing problems e Finding new opportunities
e Deadline driven projects e Long-term planning
* Preventive activities
e Personal growth
e Recreation
Not Quadrant lll Quadrant IV
Important
e |Interruptions e Trivia, busy work
e Emails, calls, meetings s Time wasters
» Popular activities » Some calls and emails
o Proximate, pressing matters s Pleasant activities
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Important

Not Important

The Eisenhower Decision Matrix
Urgent Not Urgent
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THE PARETO PRINCIPLE

EFFORT RESULTS

80% TIME 80% OF THE
SPENT OUTCOME

20% TIME 20% OF THE
SPENT OUTCOME
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A B c

high priority medium priority low priority
very important important less important
ma]OI' Slgr"flcance medium significance minor significance
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Allahumma-hdini wa saddidni

O Allah! Direct me to the right path and
Y a make me adhere to the straight path.
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