ORGANIZING & CONSULTING

taking care of all your little things

Productiy 101 pov Cufieprononry

Let’s Connect:

Facebook, Instagram, TikTok: @minutia.inc

LinkedIn: Kayla Fuselier Clouatre
Email: minutia.inc@gmail.com
Web: minutiainc.com
Call/Text: 225-278-5151



~ THE BRAIN DUMP

Jot down'every task that you need to do. Business, home, whatever,
just get it all out of your head and written down.
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List Tasks by Place

Take each task from your brain dump and apply it to the correct
place in your life.

Home Work Other
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Eisenhower Matrix

Important

Not
Important

Important

Not
Important

Urgent

Not Urgent

Tasks with deadlines
and consequences

DO

Tasks with unclear
deadlines that
contribute to long-term
SuUCCess.

Tasks that must get
done but don’t require
your specific skill set.

DELEGATE

Distractions and
unnecessary tasks.

DELETE

Urgent

Not Urgent




Eisenhower Matrix

Important

Not
Important

Important

Not
Important

Urgent Not Urgent
DO
DELEGATE DELETE
Urgent Not Urgent




List Tasks by Priority

Use the Eisenhower Matrix to give each task a priority level and
list it below.

Do Now Do Later Delegate
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Eisenhower Matrix

25 minutes focused work
77y 5 minute break

‘ 25 minutes focused work
") 5 minute break

‘ 25 minutes focused work
/) 5 minute break

‘ 25 minutes focused work
/) 15+ minute break

Urgent Not Urgent

Important

Not
Important
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