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Activity Log
= [Forinformation on Activity Logs, visR wws. mindtcols. comirad ActivityLog.
=« To manage your ime and masdmize your effectiveness, visl yors mindiocls comireMTES .
Date/Time Activity Description How | Feel Duration Value
[Higgh, Madium. Lo,
Hane)

To leam maore skills Ike this, subscribe io the free Mind Tools newsletter: [ip- ey mindicsls comisubscibs him.

& Copyright Mind Tools Lbd, 2006-2012. Please fegl free to copy this sheet for your own use and o share with friends,

CO-WONETS OF beam members, [Ust a5 long as You 9o not change It In amy way.
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To Do list - Jlee ¥ 44

@ Mindiools .

Encoennt tal sbkilla Toss anr socosd bl o socwsn | )

Pnomtized To Do list

For informaton om Pricriiized To Do BSts, WHER 2oy ol ot o=0 e =S e e
For iips om e managermernt, et srerwy ningifcss) e co Ty T T 5

Task Priority {(A-F)
A=y bmport=snt,
F=I1_Rrdimm pecerbarst )
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"Distractions” “Interruptions”

Low
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Action Priority Matrix Worksheet

Forinformation about using the Action Priority Matrix, visit v mindtools.com/actionpriority,

Impact (0-10} | Effort (0-10}
0=NaImpact 0=NoFEffort
Activity 10=Madmum | 10=Maximum
Impsict Effort
High]
“Ouick Wins" “Major Projects”

Impact

“Fill Ins" “Thankless Tasks"

Low

»

Loww Effort High

© Copyright Mind Tools Ltd, 2006-2014.
Plezse fesd freeto copy this sheet for your own use and to share with friends, co-workers or team mermbers, just as long as you do not change it in any way.
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High

Impact

Low

Jandl 0 5l of 4 gins

Figure 1: Action Priority Matrix

A
“Quick Wins™ “Major Projects”™
“Fill Ins” “Hard Slogs™”
Low Effort High
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