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Task Prioritizer

Is your task urgent 
AND important?
NO                 YES

Does it need to be 
completed today?
NO                 YES Take immediate 

action to complete

Is your task urgent 
OR important?

NO                 YES

Is there a strict 
deadline to meet?
NO                 YES

Make sure you set 
aside time to 

complete the task

Set an appropriate 
deadline to 
complete

Is this a routine 
task?

NO                 YES

Will it HELP your 
work efficiency?
NO                 YES

Allocate a time to 
complete the task

Save the task for 
leisure time project

Is this task 
necessary?

NO                 YES

Do NOTHING with 
this! It will waste time.
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B

C

A – High Priority
B – Priority
C – Not Priority


