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And our actions dictate our futures!

If your answer is “Hell, yes!” or even a “Eh...maybe.” this eBook is for

you. Today we’re diving into the concept of priorities and how clarity

of priorities can revolutionize your daily life. 

Setting priorities is crucial for maximizing productivity, achieving

personal and professional goals, and maintaining a sense of control in

this fast-paced world, all while avoiding burnout. Together we will

uncover the importance of prioritization and how to integrate it into

our daily lives. I will also be sharing and guiding an exercise that is my

personal “to-go tool” for setting priorities and getting the clarity I

need to manage my time, the Eisenhower Matrix. Are you ready?

“Desires dictate our priorities, priorities shape our
choices, and choices determine our actions.”  

― Dallin H. Oaks

Hi there, I got a
question for you:

Do you often feel like life is a

never-ending rush, with little

progress toward your goals or

a sense of fulfillment?
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In this book, we will explore:

What is Prioritization and
Why is it so Important?

Priorities Audit: Priority
Matrix Exercise
(Eisenhower Matrix)

1.

2.

3. What happens if we
neglect Prioritization?

“Our highest priority is to protect our
ability to prioritize.”

— Greg McKeown, on his book titled "Essentialism"

4. Reaping the Rewards of
Prioritization
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Having clear priorities enables us to focus on what truly matters to us.

This may seem like a simple and “obvious” concept. Yet, it's challenging

to attain due to the multiple conflicting “to dos”, “wants”, interests, and

demands, requiring thoughtful reflection, strategic decision-making,

and constant reassessment to achieve the desired outcomes.

1. What is Prioritization and Why is it so
Important?

Unfortunately, most of us are so busy and

overwhelmed in our daily lives, that taking

a break to self-reflect and set our

priorities isn’t at the top of our to-do list.

That’s why I am here for! To help you take

this critical step.

It's common to fall into the belief that everything is important

and that we should find a way to do it all!
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When we compare ourselves to others, especially on social media, it

seems like most people are thriving. They appear happy, productive,

and living their best lives, effortlessly juggling family, career, friends,

sports, holidays, hobbies, self-care, and more. It can make us wonder

why we can't seem to do the same and what we're doing wrong. 

However, it's important to remember that we can never truly know

the challenges and struggles others may face. At the end of the day,

judging or comparing ourselves to others is not helpful – let's focus

on our own journey instead.

We often overestimate our capacity to

handle additional responsibilities,

eagerly accepting every commitment

and invitation, while underestimating the

time and effort required. As a result, we

find ourselves overwhelmed, over-

committed, neglecting our key priorities,

and failing to achieve the desired

outcomes we envision.
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The most productive and successful people don’t aim or want

to do it all. They are clear on what they want and why. They

spend their time intentionally and focus on their specific

priorities. 

Having this crystal-clear clarity of what’s most important to us

(our top priorities) is key to winning this “internal battle”.

In fact, instead of obsessing about time management tools,

we should focus more on “priority management”, and

prioritize our top priorities!

But what is the “magical” solution?
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First, lets define “PRIORITY”:

Action 1:
Pause briefly, reflect, and
consider what 'priority'
truly means to you.

I define priority as  something non-

negotiable; is anything that’s important

and meaningful to me. Is something that I

consciously choose to invest my time,

energy, and resources in, giving up

something else less important or

secondary. A priority can be an important

project or an activity at home or work, a

relationship you want to nurture, a skill you

want to develop, a problem you want to

solve, a habit you want to build, something

you want to quit/eliminate, and so on.

© 2024 Be Well, Carolina Santos - All Rights Reserved

https://www.be-well-coaching.com/


2. Priorities Audit: Priority Matrix
Exercise (Eisenhower Matrix)
I highly recommend trying out the Priority Matrix Exercise, often

referred to as the Eisenhower Matrix. To maximize the benefits of this

book, I recommend completing it before continuing your reading.

This exercise is a powerful tool that will provide clarity and insight

into the way you invest your time, according to the following steps:

Before we delve deeper into the details of
effective prioritization, let's take a few minutes
to assess where you currently stand in terms of

priorities and time management.

Action 2:

List all your current tasks, projects, commitments,
responsibilities, etc. (anything you can remember).

Now, divide those items into two Categories:
“Important/Very Important” and “Less Important/Not
Essential/Not important at all”.

Finally, according to the degree of urgency and
relevance of each item, put them in the table below.
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What did I learn from this exercise?

    In which quadrant do I spend most of my time?

    Am I spending too much time on the “urgent” and not enough

on the “important”? Am I devoting enough time to what matters

most to me?

    How do I feel about the way I distribute my time, energy,

resources and attention?

    Are there any tasks or obligations that no longer serve me?

    Is there something I would like to change about the way I spend

my time? If so, what and why?

    What could I change, starting TODAY, in order to align my time

“investment” with my core values, priorities, needs, and goals?

Once you completed the exercise (Wonderful job,
by the way!!!), I invite you to pause for a second

and with an attitude of radical honesty and
curiosity, reflect on the following questions:
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1. Categorize tasks: Divide your tasks into categories such as

urgent, important, and non-essential. Focus on the tasks that fall

under the urgent and important categories to ensure you tackle the

most crucial ones first.

Practical Strategies:

Now that you have gained valuable insights through the

Priority Matrix exercise, let's explore practical strategies

that will empower you to prioritize effectively:
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2. Set realistic goals: Break down your goals into smaller,

manageable tasks. This allows you to make progress incrementally

and avoid feeling overwhelmed. Prioritize these smaller tasks based

on their alignment with your overall goals.

3. Learn to say no: Understand that saying no to certain

commitments or requests is not selfish; it's a way to protect your

time and energy. Our time and energy, just as money, is a finite

resource. Prioritize your own well-being and focus on what truly

matters to you.

4. Leverage technology: Utilize productivity tools and apps that

can assist you in managing your tasks, setting reminders, and

tracking your progress. These tools can help you stay organized and

ensure you're allocating time to your priorities effectively.

5. Delegate and collaborate: Don't hesitate to delegate tasks or

seek assistance from others when appropriate. Collaboration can

free up your time to focus on higher-priority activities and leverage

the strengths of those around you.

6. Regularly take time to reflect on your progress, challenges,

and lessons learned. Self-assessment allows you to evaluate your

strengths, weaknesses, and areas of improvement. It also helps you

identify tasks or commitments that might be draining your time and

energy without yielding significant results. By being self-aware, you

can make adjustments and realign your priorities accordingly.
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7. Work with me! Transform your perception of time and routine

while regaining clarity and increasing productivity. The 1:1 sessions

are 100 % tailored to your needs and goals, and you will receive

personalized support, and concrete actionable steps that deliver

tangible results. Designed for busy individuals who want to create

real, sustainable change in their lives, and increase their overall

productivity and well-being, the Clarity Package is a great

investment in yourself. You can also stay tuned in my blog posts

where you will find plenty of insights and inspiration, for free!
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When we overlook prioritization and neglect our own needs and desires,

it's likely that we may encounter moments of overwhelm,

procrastination, and a sense of aimlessness. Our time and energy may

be scattered, causing us to miss important deadlines and opportunities,

leading to a loss of control and a general feeling of dissatisfaction. 

However, there is something we can do! By setting our priorities straight

and gaining clarity on our top priorities—whether they be for the day,

week, month, year, or even life—we empower ourselves to navigate life

with purpose, find fulfillment, and achieve meaningful

accomplishments.

The rewards of setting your

priorities straight and living

accordingly far outweigh the

efforts invested in self-reflection,

decision-making, and aligning

your path.

3. What happens if we neglect
Prioritization?
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Increased productivity: Focus on vital

tasks for higher efficiency and goal

attainment.

Reduced stress: Effective workload

management lowers stress levels and

prevents burnout.

Improved time management:

Allocate time wisely for timely

completion of important activities.

Enhanced decision-making: Clear

priorities bring clarity, aiding informed

and confident choices.

Goal achievement: Align actions with

goals, increasing the chances of

successful accomplishments.

4. Reaping the Rewards of
Prioritization:
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Thank you!

Conclusion and Next Steps
Congratulations on taking the first step towards mastering

your day through the power of priorities! I’m so proud of you!

I hope this guide helped you (re)gain clarity and identify areas

for improvement in your time management. Keep in mind that,

effective prioritization is a lifelong skill that evolves as your

goals and circumstances change. 

Prioritization is not about doing more; it's about doing

what truly matters to YOU. And no one but you can

choose, decide, or “validate” your priorities.

Stay tuned for a continuous
stream of valuable insights on

daily habits that enhance
productivity, effective time

management, embracing a simple
life and overall well-being. In the

meantime, keep prioritizing!

www.be-well-coaching.com
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Enjoyed this eBook ? 
If you've found value in this eBook and

would like to show your support, consider
buying me a coffee. Your support keeps the

inspiration flowing. Click the link below!

https://ko-fi.com/carolinabewell

Thank you!

https://ko-fi.com/carolinabewell

