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Sort out what's urgent and what’s important: 

important 
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Stuff I would 
like to do if… 

1: Do these 
now 

2: Make a 
start on these 

4: Do you 
really need to 
do these at all?  

3: If you can, 
do these  

Revision for 
exam in a few 
weeks. 

Material  I 
need to 
prepare 
and revise 
quite soon. 

Social 
event.  

Post Gran’s card. 

Laundry.  Clothes 
shopping.  

Take a sheet of 
paper and fold it 
twice so you 
have four 
sections (or 
quarters).  

Write important 
at the top and 
urgent on the left 
hand side.   
You can add 
arrows.  

Add your revision 
tasks, exam 
deadlines and all 
the other things 
you need or would 
like to do. 

Think carefully about anything you have listed in the bottom right 
hand corner of the paper. Be prepared to bin some things or leave 
them for holiday periods.  Sometimes we can’t do everything. 
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