Urgent Important Matrix

Urgent

Not urgent

Important

Tasks to do immediately:

Tasks to schedule for later:

1. Finish proposal

1. Brainstorm marketing strategies

2. Set client meeting

2. Review performance metrics

3. Organize work trip

3. Set goals for next quarter

Not important

Tasks to delegate:

Tasks to consider dropping:

1. Respond to emails

1. Organize office

3. Attend networking event

3. Update Linkedin

2. Follow up on old leads

2. Clean up email inbox
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Notes

The project proposal is due in two weeks.

Actions to be taken

1. Create game plan for proposal

2. Schedule team meetings
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