
                      The Eisenhower Matrix
      Make a list of all the tasks that you feel need to be completed, then place them into the following quadrants that you feel they belong.

                   IMPORTANT                NOT IMPORTANT
Do: Must be done now, has clear consequences, and affects your long-term goals. Decide to Schedule: pertain to your long-term goals but don’t need to be done right away.
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Delegate: must be completed now, but they don’t affect your long-term goals. Delete: distractions that are preventing you from reaching your objectives. 
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NOTES
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      "I have two kinds of problems, the urgent and the important. The urgent are not important, and the important are never urgent.”


