
 
 
Systems to prioritize tasks or activities can vary widely across di5erent contexts, such 
as personal productivity, project management, software development, and 
organisational operations.  
 
Here are several systems and frameworks that can be used to prioritise e5ectively: 
 

1. Eisenhower Matrix 
 

• This matrix divides tasks into four quadrants based on their urgency and 
importance: 

• Do First: Urgent and important tasks. 
• Schedule: Important but not urgent tasks. 
• Delegate: Urgent but not important tasks. 
• Eliminate: Neither urgent nor important tasks. 

 
2. MoSCoW Method 

 
Used primarily in project management and software development, it categorises tasks 
into: 
 

• Must have: Essential for delivery. 
• Should have: Important but not essential. 
• Could have: Desirable but not necessary. 
• Won't have this time: Not a priority for now. 

 
3. ABCDE Method 

 
A prioritisation strategy where tasks are assigned letters based on their importance: 
 

• A: Tasks that are most important. 
• B: Tasks that are important. 
• C: Tasks that are nice to do. 
• D: Tasks that can be delegated. 
• E: Tasks that can be eliminated. 

 
4. The Pareto Principle (80/20 Rule) 

 
This principle suggests that 80% of outcomes result from 20% of all causes. By 
identifying and focusing on the most e5ective tasks, you can maximize productivity and 
outcomes. 
 
 
 
 



 
5. Kanban System 

 
A visual workflow management method where tasks are displayed on a board, allowing 
for prioritisation and tracking through columns such as To Do, In Progress, and Done. 
 

6. Value vs. E5ort Matrix 
 
Tasks are plotted on a grid based on their e5ort versus the value they provide: 

• High value, Low e5ort: Do these first. 
• High value, High e5ort: Plan carefully and execute. 
• Low value, Low e5ort: Do these if there's extra time. 
• Low value, High e5ort: Avoid or eliminate. 

 
 
 
Each system has its advantages and is suitable for di5erent types of tasks and 
preferences. The choice of a prioritisation system depends on the specific needs of the 
individual or organisation, the complexity of the tasks, and the desired outcomes. 


