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1DO FIRSTDO FIRST
Important tasks to be done in 

priority
Tasks to do yourself

Important tasks to be done in 
priority

Tasks to do yourself 2PLANPLAN
Important tasks and less 

urgent
Tasks to plan

Important tasks and less 
urgent

Tasks to plan

3DELEGATEDELEGATE
Urgent tasks and less 

important for you
Tasks to delegate

Urgent tasks and less 
important for you
Tasks to delegate 4UNNECESSARY TASKSUNNECESSARY TASKS

Tasks that are neither urgent 
nor important

Tasks not to be done

Tasks that are neither urgent 
nor important

Tasks not to be done


