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THE PRIORITY MATRIX IS A TOOL THAT WILL HELP YOU VISUALIZE
WHAT TASKS TAKE PRIORITY OVER OTHERS, AND HOW TO BEST

ALLOCATE YOUR TIME TOWARDS THEM.

don't take much time

improve your overall situation

20 mins of movement/exercise

change smoke alarm batteries

Schedule bills for auto pay

Schedule a health screening

 These tasks:
 

Examples:

can be done, or worked on, 

typically not crucial, have loose 

laundry

picking up dry cleaning

cleaning out closets

 These tasks:
 

during idle time

deadlines

Examples:

require significant time and/or

improve your overall situation

weight loss or hardwiring a

career advancement or change

planning a vacation

 These tasks:
 

planning

Examples:

healthier lifestyle

need to get done

may not be enjoyable or 

doing your annual taxes

grocery shopping

Driving your children to multiple

 These tasks:
 

provide high level of satisfaction

Examples:

extracurricular activities (schedule
burnout is a REAL thing!)
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