Look at the matrix and jot your business tasks numbers into the quadrants.

Time Management
Matrix

This process will help you prioritise your important tasks and
help delegate or eliminate the tasks that aren't important.

Urgent

Important

DO LAST

T ONLY IF HAVE TIME

A ‘blickRegion.




Task Management
Priorities
» — @ — @@ — @& — &

DO LAST
ONLY IF HAVE TIME

PRIORITY
DO FIRST

A ClickRegion.




