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1) MUST DO: These are tasks that require immediate attention and directly impact your goals. They should be completed right away. 

 
a) Prioritize these over other tasks. 
b) Allocate sufficient time and resources to address these items. 
c) Focus on completing these before moving to other quadrants. 

 
 

2) PLAN: These tasks can wait but still contribute to your objectives. Schedule time to complete them later. 
 

a) Allocate time in your calendar to address these tasks. 
b) Ensure you set realistic deadlines for these tasks to maintain a manageable workload. 

 
 

3) DELEGATE: Delegate these tasks to someone else, if possible. They require prompt action but don’t significantly affect your overall 
success. To successfully delegate you need to: 
 

a) Clearly communicate the task, expectations, and deadline to the person taking over. 
b) Provide any necessary resources or support to ensure successful completion. 
c) Regularly follow up to ensure the task is on track and ask if any help is needed. 

 
 

4) ELIMINATE: Minimize or eliminate these tasks from your to-do list. They consume time without providing real value. 
 

a) Limit the time spent on these to avoid distraction from more important tasks. 
b) Reevaluate whether these are truly necessary right now or just a means of avoiding the other things you don’t want to do. 
c) These can be used for an occasional break or reward for completing higher-priority tasks. 


































































