QUINTARRA

Professional Manager’s To-Do List

Date:
Step 1: Determine type
P=Progress [term
M=Maintenance [tem
Step 1 Step 2 Step 3
Item Type Priority Action Order |Done
[What) PJiM AB C D [Wha, Whean, Where, How) 1,2, 3 ¥
[see below) [see below)
Step Z: Set Priorities Step 3: Set Order
A=Urgent & Important (high impact, time sensitiva) 1 =5tart with highest pricrity "F* items
B=lmportant, Mot Urgent [high impact, time insensitiva) 2=Mext do highest priority "M" items
C=LUrgent, Mot Impartant {low impact, time sensitive) 3=Then do next highest priority *P* items
D=Mot Urgent or Important (low impoct, time insensitive) 4=Then do next highest priority "M" items _
S=Repeat the process 2

A “Progress” task is one that moves a project forward towards completion.
A “Maintenance” task is one that, while moving forward, basically maintains a project’s status quo and you’re no closer to completion.
Administrative tasks (paperwork, non-productive meetings, etc.) are generally considered maintenance items.

Brian Jeffrey | www.TheSalesWizard.ca. | BrianJeffrey@Xplornet.com | 613-839-7355



