
 
 
 
 
 
 

 
  

PRIORITIZE FOR SUCCESS 

How To Get The Most Important Tasks  
Done In The Time Frame Allotted To Them 
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INTRODUCTION 
Do you have trouble getting things done? Are there items on your 'to-do' 

list that never seem to disappear? Do you feel like you never get closer to 

attaining your personal and professional goals? 

Most people would answer 'yes' to the above questions. Organizing and 

managing tasks isn't easy for most of us. Few people are naturals at it. But 

it's not something you're born with. It's a skill that is completely learnable. 

In this course, you'll learn strategies that will help you set priorities 

effectively and make sure things get done. You'll learn: 

➢ Why it's essential to set priorities effectively for all areas of your life 

➢ How to effectively prioritize by starting with your long-term goals 
➢ The basic principles of setting priorities that work 

➢ The ABCDE method of categorizing daily tasks 

➢ A ranking technique that allows you to put first things first 
➢ The rating scale system of setting priorities 

➢ How to personalize whichever method you choose to make it perfect for you 
➢ The time management technique of time boxing  

➢ How to identify and control distractions 
➢ Methods for monitoring and assessing your productivity 

➢ Common mistakes that can keep your system from working 
➢ How setting priorities well not only helps you get things done, but reduces 

your daily stress level 

 

You're making priorities already unconsciously. This course teaches you how 

to take conscious control over your daily list of things to do. 
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WHY YOU NEED TO SET 
PRIORITIES 

Setting priorities is extremely important in making any kind of progress in 

life. Unfortunately, not many people realize just how important it is. When you 
don't set priorities, you are essentially running on autopilot, doing the first 

thing that comes to mind rather than the thing that needs to be done the 

most. It is well worth the time it takes to clarify, organize, and set priorities. 

 

Get More Done 

The main advantage of setting priorities effectively is that it helps you to be 

more productive. You'll move more quickly to the goals in every area of your 

life, whether career, finance, business, family life, relationships, or creativity.  

 

Keeping Balance 

Setting priorities helps you to keep the various areas of your life in balance. 

If you don't make family a priority, you may end up working all the time and 
neglecting that area. When you set priorities, you give each area of your life 

its due time and make sure you're making progress in each area. When you 
set priorities you can also make sure that you allot some time for leisure 

activities and hobbies, even when you're busy with work or other obligations. 

 

Limited Time 

Setting priorities is absolutely essential in time management. We all have 
limited time in which to work, so choosing which tasks are the most important 

ensures that you get them all done and waste no time in doing them. 

 

Your To-Do List 

We all make to-do lists of things that need to be done today or soon. List 
making defeats its own purpose if you have a list of 'shoulds' crowding out the 

'have-to's'. If you know how to choose priorities well, you can organize this 
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list so that the most important things get done. Your lists will be more 

effective. 

 

Relief from Stress 

Finally, setting priorities offers serious stress relief. It's hard to juggle work, 
family, and all the other areas of your life. When you have many things to do, 

you feel swamped and out of control. Setting priorities helps you to take 

control. When you feel like you're on top of things, your stress levels will be 

significantly reduced. 

The difference between people who set priorities and those who don't is that 
the former have more control over their lives. The latter set priorities 

unconsciously. Learning how to make lists, arrange your time, and see that 

you get things done helps you take conscious control over situations. 
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Learning Activity:  

What’s Your Priority Process? 
 

Purpose of this exercise:  

To determine how you currently set priorities so you can identify places to 

improve by the end of the course. 

 

Instructions: 

Think about and answer the following questions  

Step 1:  How do you currently decide what to do each morning when 

you get up? 

Step 2:  Write down your process. You'll be able to compare it to the 

action plan you'll develop by the end of this course. 

 

Estimated time to complete: 15 minutes 
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DAILY PRIORITIES START WITH 
LONG TERM GOALS 

Before you start setting priorities, it's important to look at the big picture. 

Identify the things you want to accomplish in the coming weeks, months or 
years, and work backwards from there. You're going to take these big goals 

and break them down into smaller, more achievable goals. From these smaller 

goals, it becomes clear what needs to be done each day and how to prioritize. 

 

Why Long Term? 

If you don't have a long-term plan, how do you decide what to do each day? 

It's tough to determine what tasks are most important. But if you have a well-
defined goal and a timeline to get you there, it becomes easy to see what 

needs to be done first.  

Starting with long-term goals is especially important if you're focusing on 
areas of your life such as business and finance. In these areas, long-term 

goals are essential. You may be saving up for a major purchase, building credit 
to buy a house, developing a new product to launch, etc. In order to do these 

things, you need a long-term plan. A long-term plan also helps with personal 

development goals such as weight loss. 

 

Setting a Long-Term Goal 

The process of setting long-term goals is simple. In each area of your life, 

create a  

 


