	[Your Name]
[Your Address], [City, State ZIP]
[Phone]  ·  [Email]
	PRIORITY TASK MATRIX
Week  [00]


	



	Name
	[Your Name]
	Week Of
	[MM/DD/YYYY]



	DO NOW — Urgent & Important
	SCHEDULE — Important, Not Urgent

	☐ [Task]
☐ [Task]
☐ [Task]
☐ [Task]
	☐ [Task]  — when: ____
☐ [Task]  — when: ____
☐ [Task]  — when: ____



	DELEGATE — Urgent, Not Important
	DROP — Neither Urgent nor Important

	☐ [Task]  → [Person]
☐ [Task]  → [Person]
☐ [Task]  → [Person]
	☐ [Task]
☐ [Task]
☐ [Task]



	DELEGATION LOG



	Task
	Delegated To
	Due
	Checked

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	REFLECTION



	What took more time than planned?

	What can I say no to next week?







