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Priority List Template · Beginner version
A priority list template helps you decide what to do first by scoring each task's importance and urgency and placing it in an Eisenhower quadrant: do, schedule, delegate
or drop.

Priority list · Quadrant calculates from importance and urgency (3+ counts as high)

Task Importance (1-5) Urgency (1-5) Quadrant Due date Status

Fix production outage 5 5 Do now 9 Mar 2026 In progress

Write Q2 plan 5 2 Schedule 20 Mar 2026 Not started

Book meeting room 2 4 Delegate 10 Mar 2026 Not started

Reorganise old files 1 1 Drop Not started


