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Urgent Not Urgent
DO IT! SCHEDULE IT!
- Time sensitive - Not time sensitive
- Requiring your attention, so... - Requiring your attention, so...
Complete it as soon as possible Carve out time for it
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DELEGATE IT! ELEMINATE IT!
- Time sensitive - Not time sensitive
- Someone else can do it, so... - Not important to anyone, so...
Hand it off as soon as possible Remove it from your to-do list
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The Eisenhower Matrix

www.amandarocheleau.com

Amanda Rocheleau, MSW, RSW

info@amandarocheleau.com



