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Time Management: Urgent vs. Important
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I. Urgent and important.  (Deadline-driven activities that further your goals.)

II. Important but not urgent.  (Long-term professional, family, and personal activities that further your goals.)

III. Urgent but not important.  (Much e-mail, many phone calls and memos, things that are important to someone else but don’t further your goals.)

IV. Neither urgent nor important.  (TV, computer games, junk mail.)

RECOMMENDATIONS: 

1) Commit most of your time on Quadrant II tasks, and cut down on time spent doing Quadrants III and IV tasks.
2) Work on Quadrant I and II tasks when you are at your best.
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