
URGENT

Write down all the things that you have to do at the moment. Put them into these boxes. Now prioritise what 
you are going to do by starting with the urgent and important tasks first.
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URGENT & IMPORTANT NOT URGENT BUT IMPORTANT

URGENT BUT NOT IMPORTANT NOT URGENT & NOT IMPORTANT

LIKE THIS?  SHARE IT!  #musostudy  musostudy.com
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TIME MANAGEMENT
PRIORITY MATRIX C
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