Dump it, Delegate it, Deal with it! Weekly Planner
o  Week COmMMENCING: «.uivinieiiiiiii e

Planning for the week ahead will help you complete all Important/Not urgent (l1) Meta

activities before they become Urgent and Important Coaching for positive change
e Including Professional and Personal activities will give you balance

Establish which quadrant below your activity is in; you will start to gain organisation

and calm across all areas

Urgent Not Urgent

| Activities: Il Activities:

Crises, Pressing Prevention, Recognising new opportunities,
Problems, Planning, recreation, relationship bldg
Deadline-driven

projects

Il Activities: IV Activities:

Interruptions, some Trivia, busywork, some mail, some calls, time
calls, some emails, wasters

some meetings

Activity Personal Professional | Quadrant 4




