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 High Importance Low Importance 

Task is of high 
importance, 
with high 
urgency 
factor. 
 
Must be done 
today & to high 
standard. 
 
Action ASAP 
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Task is of low 
importance, 
with high 
urgency factor. 
 
These tasks 
need to be 
completed on 
time. 
 
ONLY spend 
sufficient time 
on them as not 
important. 
Don’t be 
diverted 

Task is of high 
importance, 
but has low 
urgency 
factor. 
 
By nature long-
term so need 
to: 
 
• Set target if 

none exists. 
 

• Break-up 
into chunks 
of work 
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Task is both 
low in 
importance & 
urgency. 
 
Discard as 
many of these 
tasks as 
possible 
because they 
cause great 
harm to your 
productivity. 
 
Delegate if they 
develop 
another’s KSA’s. 
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Other Free Resources 
The Free Management eBooks website offers you over 500 free resources for your own professional development. Our eBooks, Checklists, and 

Templates are designed to help you with the management issues you face every day. They can be downloaded in PDF, Kindle, ePub, or Doc 

formats for use on your iPhone, iPad, laptop or desktop. 

eBooks – Our free management eBooks cover everything from accounting principles to business strategy. Each one has been written to provide 

you with the practical skills you need to succeed as a management professional. 

Templates – Most of the day-to-day management tasks you need to do have already been done by others many times in the past. Our 

management templates will save you from wasting your valuable time re-inventing the wheel.  

Checklists – When you are working under pressure or doing a task for the first time, it is easy to overlook something or forget to ask a key 

question. These management checklists will help you to break down complex management tasks into small controllable steps.   

FME Update – Subscribe to our free regular updates and stay in touch with the latest professional development resources we add every month. 

Social Media - Share our free management resources with your friends and colleagues by following us on LinkedIn, Facebook, Twitter, Google+, 

and RSS.  

Visit www.free-management-ebooks.com 

 


