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these tasks as soon as 

possible but ideally
stay out of this zone
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 a time to get these
tasks done BEFORE
they become urgent
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DELEGATE
these tasks to someone
else or return to sender

LIMIT
how often you do these 

tasks or delete them

Prioritise your tasks by considering their importance 
and urgency and categorising them into the relevant box

My take on the Eisenhower Matrix

Then just follow the instructions!

You should always be in the GREEN zone!


