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Sorting activity

Read the task cards listed below. In pairs/threes sort these into the relevant categories.

NOT URGENT &
IMPORTANT

URGENT &

NOT URGENT &

LESS/INOT NOT IMPORTANT

IMPORTANT

You have 18 unread You have a project task
emails waiting for you. due on Friday.

Your manager wants
some information by

2pm today.
A colleague asks for
help with a task they are A colleague invites you
finding difficult. to an optional meeting.

A customer has left a
message saying there is an
urgent problem. You do not
yet know how serious it is.

You notice information
in a document may be
incorrect.

Administration work
must be completed by
the end of the week.




