PRIORITY PLANNING

This method is used to evaluate priorities according to which is most important and most urgent.

1. List three assignments on the table below.

2. Assign a numeric value for the IMPORTANCE of each assignment.

(1=Immediate consequences; 2=Minor consequences; 3=No measurable consequences)

3. Assign a numerical value for the URGENCY of each assignment.

(1=Urgent, most time sensitive; 2=Important, needs to be done; 3=Important, but can wait)

4. Multiply IMPORTANCE times URGENCY values to determine the PRIORITY FACTOR for each assignment.

5. Rank each assignment from highest to lowest PRIORITY FACTOR.

6. List the ACTION steps required to complete each assignment

	Top three assignments:
	Importance

    I            x
	Urgency

    U           =
	Priority

    P
	Priority Factor*

1

      2    

   3



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


* If you have a tie, subjectively choose one priority over the other so that your priorities are ranked
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