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aka: “Goals: You Gotta Set ’em  
to Get ’em!”

WEEK 3 | PAGE 1

Key Messages	 Why prioritize?

		

		

		

Chances are that you have too much to do,  
and not enough time to do it. 
“Creativity thrives within structure.”  
~Julia Cameron (author, teacher)
Prioritizing keeps your values and personal goals 
front and centre. 

Set up your To Do list based on your priorities  
for each day.
You may be surprised at the disconnect between 
where you want to spend your time and where you 
do spend your time. 
Commit to addressing your priority tasks. You will 
have more time for Fun Stuff. 

		

		

		

WEEK 3: Priorities
Think about your 
upcoming week. 

PLANNING  
is an antidote to 
OVERWHELM.

my 
TAKING 
CARE 
worksheet

Possibilities + Problems Fun StuffWeekly Goal
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WEEK 3: Priorities

Prioritize Using The Eisenhower 
Method of Urgency + Importance

1
2
3

This matrix describes an approach to prioritizing that is attributed 
to former U.S. President Dwight D. Eisenhower. You will look at 
activities and time spent in each quadrant. This tool highlights how 
time spent relates to what we see as important to our values.

NOT URGENTURGENT

How to handle Quadrant 2: DECIDE/SCHEDULE

Life goals

Friendships 

Relationships

Exercise

Health
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QUADRANT 2 

How to handle Quadrant 1: DO

Deadline-driven tasks

Crises

Last-minute preparations

IMPORTANTURGENT +
QUADRANT 1 

How to handle Quadrant 4:  
DELETE/REDUCE/USE AS REWARD

Social media

Film streaming sites or shows

Computer or video games

NOT IMPORTANTNOT URGENT +
QUADRANT 4 

How to handle Quadrant 3:  
DELEGATE/COLLABORATE

Tasks or favours requested by others

Some emails + meetings

False busy tasks

NOT IMPORTANTURGENT +
QUADRANT 3 
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Review priorities 
and adjust To Do lists 

to be calmer, and  
to spend less time  

in Quadrant 1.

WEEK 3: Priorities 
DEEPER DIVE
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Matrix of Urgency  
+ Importance

1
2
3

	 1	 Write your daily and weekly tasks, 
activities, and projects in the 
Quadrant where they fit for you. 
There are no correct answers! 

	 2	 Quadrant 2 activities are guided by 
what is important to you, what you 
value, who you want to be. It is also 
a great way to lighten the load from 
Quadrant 1. You must set time aside 
deliberately for this Quadrant.

 

	 3	 Review those tasks, activities,  
and projects, estimating the amount 
of time you are spending in each 
Quadrant.

	 4	 Does the estimated time in each 
quadrant reflect what you want for 
your life, and who you want to be?

	 5	 How can you free up more time  
for Quadrant 2 activities?

DEEPER DIVE!

NOT URGENTURGENT

Estimated time per week:______________________
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QUADRANT 2 

Estimated time per week:______________________

IMPORTANTURGENT +
QUADRANT 1 

Estimated time per week:______________________

NOT IMPORTANTNOT URGENT +
QUADRANT 4 

Estimated time per week:______________________

NOT IMPORTANTURGENT +
QUADRANT 3
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