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Figure 1: Priority Matrix 

 

Type A Type B 

Type D Type C 

IMPORTANT 

NOT IMPORTANT 

URGENT NOT URGENT 

Deadlines, 
lectures, 
tutorials, labs, 
etc. 

Tutorial prep, 
revision, adding 
to notes, sports 
practice, taking 
care of yourself  

Other people’s A! 
Invites for 
coffee/chat after 
lectures, answering 
questions 

Staring into 
space, waiting for 
something to 
start, surfing the 
web aimlessly 

FOCUS 
HERE 
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