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Sometimes it can start to seem like the whole world is crashing down. Work and school start
piling up, house chores and responsibilities, commitments to friends and family--there just
aren't enough hours in some days. Learning to prioritize effectively can help you become a
more efficient worker, saving time, energy, and stress. Learn to organize your tasks into
distinct categories and levels of difficulty, and start approaching them like a pro.
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1 Choose a time-frame for your list.  Do you have a particularly busy week coming up?
A crazy day? Maybe thinking about everything you need to do before the end of the year

is driving you nuts. Whatever the nature of your commitments, select the time-frame of the
priorities list you hope to create to help you start managing those priorities and translating that
stress into meaningful action.

Short-Term Goals will often include things from many different categories. You might
have several things you need to finish for work by the end of the day, as well as the
errands you need to run before heading home, and various things to do around the
house when you get there. You could have a list of stress-causers, all things that need
to be done in the next several hours.

Long-Term Goals might include larger ambitions that will need to be broken down into
multiple steps you'll also need to prioritize. You might put "apply to colleges" on a long-
term to-do list, which will involve many different smaller activities. The simple act of
breaking it down, though, will simplify and demystify the process.
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2 Write down everything you need to do.  Start breaking it down and writing down what
exactly you need to do in whatever order the things occur to you. Within the time frame

that's got you stressing, select all the tasks--however big or small--that will need to be
accomplished and list them out. List projects that need to be accomplished, decisions that
need to be made, and errands that need to be run.



3 Categorize the things you need to do.  It may be helpful to break everything up into
separate categories, basically creating different to-do lists for the different areas of your

life. House chores might be one category, while work projects or school projects may be
another. If you've got a busy social life, there might be a lot going on during the weekend that
you've also got to prepare for and prioritize. Create separate lists for each.

Alternatively, if it helps you to have everything in one place, you might consider
creating an over-all to-do of home chores and responsibilities, work commitments, and
things necessary for your social life. If you're feeling overwhelmed, it can help to have
everything juxtaposed with everything else, to let you start seeing the importance of
individual tasks compared with others.[2]



4 Put the list in order.  Identify the most important or urgent activities on the list and
rewrite the list with those at the top. It's all relative to you and the topics on your list, so

you might decide that school activities trump work projects, or vice versa.

Alternatively, if everything is equally important and necessary, keep the list unordered
and approach it alphabetically or randomly. As long as you're actively ticking things off
the list, all that matters is that you're getting things done.

Having a list in front of you with some items crossed off can help to ease some of your
stress about getting things done.



5 Keep the list visible.  Especially true for long-term lists, keep your list somewhere
visible where you'll be able to use it as a reminder for what you need to finish, actively

crossing out or checking off the items as you complete them.

If you've got an analog list on a piece of paper, hang it somewhere you'll commonly
look, like the refrigerator door or a bulletin board near the front door, or your office wall.

Alternatively, you might keep a list on your desktop open while you work on other
things, so you can keep it fresh in your mind and delete the items when you finish
them.

Post-it notes make for great around-the-house reminders. If you put a Post-it reminding
you to work on your paper on the television screen, you'll remember to do what's
important instead of wasting time doing something less productive.



1 Rank the importance of each task.  What are the most important things on your list? In
general, you might decide that work/school tasks will outweigh social and house-hold

chores, though certain outliers may exist. You've got to eat and bathe, for example, though
laundry might be able to wait another day while you finish an important work project.

Decide on a few different levels, maybe three, to rank the different tasks and criteria on
your list. High, medium, and low importance tasks might be the best and simplest
way to start ranking the importance of things on your list. Be judicious in deciding.

You can also use colors to rank the items on your list. For example, you could use red
to identify important or high priority items on your list, orange for items of medium
importance, and yellow for items that are not pressing at all.
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2 Rank the urgency of each task.  Consider upcoming deadlines and your ability to work
within those deadlines. What needs to be done the soonest? What needs to be done by

the end of the day? What might you be able to buy a bit more time on?

It's important to consider the length of time it takes you to accomplish each of the
tasks, maybe even assigning a set time to certain things. If you consider it a priority to
exercise every day, but you've got a crazy amount of work to do, give yourself an
exercise cap of 30 minutes and find somewhere to fit it in.

3 Rank the effort required for each task.  It might be critical that you get something to
post-office by the end of the day, but this isn't a terrifically difficult task. Rank everything

on your list in terms of its difficulty so you'll know how to situate it in relation to other tasks.

It might be effective to use levels like Difficult, Moderate, and Easy to rank them, rather
than trying to judge them in relation to one another. Don't worry about putting them in
order before you've given each item its own rating, if it's helpful to do so.



4 Compare all the tasks and order the list.  Put at the top of the list the most important
and urgent tasks that will require the least amount of effort to try to maximize your work

in the time you've allotted for it.



1 Do one thing at a time and see it through to completion.  It's difficult to work your
way through the list by cherry-picking and doing a little bit of everything. After several

hours, your list will look just like it looks now: incomplete. Instead of working in little bits, do
one thing until it's finished and then move to the next thing on your list after a short break.
Don't work on something else on the list until you're finished with the first and most important
things.

Alternatively, you can look for projects from multiple lists that might be effectively
combined. While it may not be a great idea to try to review your math notes and write
your history paper at the same time, you might be able to sit at the laundromat and wait
for your clothes to dry while studying, saving time getting important tasks finished.

Try to do your most important or challenging tasks when you're most energized.
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2 Decide what to delegate and what to let slide.  If the Internet is on the fritz at your
house, it may be tempting to head to the library, start reading up on wi-fi so you can

diagnose the problem from scratch, but not if you've got to finish cooking dinner, grade twenty
papers by the next morning, and do fifty other things. Might it be better to call the cable
company instead?

It's ok to decide something just isn't worth the time, or that delegating a task at a cost
outweighs the time you might spend on it. You could buy new expensive fence wire, or
you could salvage your own by combing through the junkyard painstakingly, sifting
through rough scrap for several hours in the hot sun, but if it only turns out to be a few
bucks of savings, it might be more worth it to buy new wire.

3 Alternate the variety of tasks on your list.  Breaking up the sorts of activities you do
will help keep you fresh throughout your tasks and help you move through your list more

quickly. Alternate a homework list with a housework list to be the most effective worker you
can be. Take short breaks between them and do different tasks. You'll stay fresh and efficient.



4 Start with the least desirable or the hardest tasks.  Depending on your temperament,
it can be good for your own morale if you accomplish the thing first that you're looking

forward to the least. It might not necessarily be the hardest or the most important thing, but
getting it out of the way to save the less painful activities for later could be effective for some
people.

Your English essay might be more important than your math homework, but if you
really hate math, get it out of the way first so you can clear out all the time you need to
devote solely to the essay, giving it your full, unfettered attention.

5 Let importance trump urgency in some cases.  You might have a situation in which
you've only got 10 minutes to get all the way across town to the library to pick up the new

disc of Game of Thrones you ordered, making it the most urgent thing on your list, but that
time might be better spent doing the more-important task of getting to work on your English
essay. You'll have bought yourself more time by waiting to pick up your DVD until the next
day when you might have more time for it.



6 Cross tasks off the list as you complete them.  Congratulations! As you move
through the list, take a glad moment to cross each thing off, deleting it from the file, or

aggressively cutting it off the paper with a rusty pocketknife and ceremonially setting the scrap
on fire. Take a minute to reward yourself for each little accomplishment. You're doing it!

Question

How do I prioritize my school work?

You can prioritize your schoolwork by using a calendar and noting all your
assignments and tests. Then you can make a list with the most imminent
assignments and studying from 1-10. For example, you want to first complete an
assignment that is due tomorrow before starting on a paper that is due in 10 days.
But you also want to build in working gradually on a larger assignment.

Question

Why do we need to prioritize?

We need to prioritize so we can finish the most important tasks and
responsibilities in our daily life, job or school. And also, to make sure we
eventually get to all the fairly important things--even if they are not crucial.
Sometimes, we have to tweak the list if we are overly ambitious.
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Question

What is prioritization?

Prioritization is rank-ordering the important of tasks in your life. For example, it is
more important to feed your child dinner than it is to start painting the den.

Question

If you already have your list, how do you know where to start?

You can look at the initial list, and select the items that you think are the most
important or that have an earlier deadline. You can also re-do your list into
several priority categories. Or you can use colors to indicate which items on your
list are most important. It is always helpful to put dates next to the task.

Question

What is an example of a priority?

A priority might be a school paper or assignment that has a due date of the
following day vs. one which is due the following week. Or, a larger project--school
or work--might be a priority because you might have to do a little on it on a regular
basis so it does not become a crisis. Hope this helps!

Question

How do I become better at multitasking and delegating at my job?

Datavichi
Community Answer

Try multitasking at home with simple things to practice for work. When delegating,
it's important to understand that you can't do all the work alone. Even if you love
your job and want to do it all by yourself, you shouldn't always take that path --
that can lead to overworking, more frequent mistakes, etc. When you have a lot of
work, don't be afraid to ask someone to help you with it since it's going to be
better for you overall; the work is done quickly and you aren't taxed beyond your
limits. If you are concerned that the person you're delegating your work to does
not do it properly, talk to them and explain how you want things to be done. An
important part of delegating is to understand that everyone works differently and
won't always use the exact same processes and methods as you. It doesn't mean
their work is any less valuable though.
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Question

How do I set the priorities of two tasks, if one has a time frame and the other
doesn't?

Community Answer

Do both together and alternate the tasks when deemed necessary.
Helpful 15 Not Helpful 18

Pencil
Paper
Highlighter

Supplies

Prioritizing certain things in your life is really about setting an intention to do so. By
setting an intention and making a plan to follow through, you'll have an easier time
prioritizing.

Consider breaking up a long task into several shorter tasks. Shorter tasks are less
daunting and more easily accomplished.

Be realistic with what can be accomplished within a certain amount of time.

With a school project, the things that are worth more points or due sooner should be
at the top of the list.

A half-hour to one hour per task is a reasonable amount of time to concentrate
before needing a break.

Put time aside for the unexpected.

If two tasks have the same importance or urgency, consider the task that requires
the least amount of effort.

Tasks that require longer effort may need special consideration to put a length of
time aside to complete them.

Help and teach others. If you complete your tasks ahead of time, offer to help and
teach your family or friends. Your parents may reward you with extra money in your
allowance.

Omit or delay some tasks if they are of low importance and require a lot of effort.

Use the WordPad or a spreadsheet on your computer. This omits having to recopy a
list.

You must master your time and plan ahead, also keep a good attitude, and do not
procrastinate.

Tips

[5]

Your own safety and the safety of others is the first priority in all tasks.

Your personal life, happiness, and integrity should be at the top of your priority list.

Warnings
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