Prioritisation exercise

You are the project manager for a post-excavation project. 
You have a 60 minute window in your working day where you will be able to address various requests that have come in.  
You expect that this will not be sufficient time to deal with them all, so the order you choose will determine which will be definitely done, might be done, and probably won’t be done.
Assign a priority to each task.

	Task reference
	Description
	Priority (1=first)

	A
	You have been asked to arrange a meeting so that the costing for a project tender for a new piece of work can be reviewed
	

	B
	A member of the public has asked for your advice about pursuing a career in archaeology
	

	C
	You have been invited to submit a paper proposal for a professional conference -the deadline is approaching
	

	D
	A client for a previous project has requested various minor changes in the final report so that the invoice can be paid
	

	E
	You have been asked to finalise the archive catalogue for a past small sterile project so it can be deposited
	

	F
	Your First Aid at Work certificate is almost out of date and you need to arrange attending a refresher course
	

	G
	One of your team members has completed their current work and requires assigning a new task
	

	H
	A colleague has asked to borrow a book you have on your desk
	



Reflection
Would someone in this situation benefit from formally preparing a prioritised to-do list?
Are there any requests you receive that you turn down or delegate?

