[bookmark: _GoBack]Worksheet Two: The Urgent-Important Matrix
Write each task in the appropriate matrix quadrant on the next page.
Task List
1. Prepare daily status report
2. Work on training to get CPA designation
3. Complete year-end items ( two days overdue)
4. Complete data gathering for invoice project (due in three days)
5. Have lunch with Bob
6. Talk to Jim about possibility of taking on signing authority project
7. Send daily invoice errors to Tina
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Answers

Urgent and Imporant


Important, But Not Urgent


Urgent, But Not Important


Not Urgent, Not Important


3


2, 4, 6


1, 7
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