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Watch the following video
What thoughts came to mind as you were watching this video? Have you gained
any insights?
Time management matrix
Q1 Q2
URGIENT & MNOT URGENT &
IMPORTANT IMPORTANT
Manago Focus
Q3 Q4
URGENT & MOTURGENT &
MOT IMPORTAMT NOTIMPORTARMT
Avoid Limit

A recreation of Steven Covey's Time Management Matrix

Date, time and task Do the following tasks now

Postpone these tasks for another day | Let someone else do these tasks
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