
Virtual First: Effectiveness Kit

Prioritization worksheet
Urgent? Important? Not so much? Add your tasks to the buckets they belong in, below. 

Urgent

Not urgent

Delegate it
Things that need to get done, 
but not necessarily by you.

Do it
Things that add long-term 
value, and that you need to act 
on right away.

Delete it
Things that don’t add long-term 
value. Don’t spend much time 
on these.

Schedule it
Things that don’t have a fixed 
deadline, but that add long- 
term value.

Not important Important
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