
Priority Setting Methods for Busy 

Consultants 

Date: [Insert Date] 

To: [Consultant's Name] 

From: [Your Name] 

Subject: Effective Priority Setting Methods 

Dear [Consultant's Name], 

I hope this message finds you well. As we navigate the demands of our busy schedules, it 

becomes essential to prioritize effectively to ensure we meet our objectives efficiently. Below, I 

have outlined some effective methods for setting priorities that can be particularly helpful in our 

consulting practice: 

1. The Eisenhower Matrix: Categorize tasks into four quadrants (urgent/important, 

important/not urgent, urgent/not important, neither) to identify what needs immediate 

attention. 

2. ABC Prioritization: Rank tasks as A (high priority), B (medium priority), or C (low 

priority) to focus on tasks that deliver the most value. 

3. MoSCoW Method: Divide tasks into Must have, Should have, Could have, and Won't 

have categories to clarify essential work. 

4. Time Blocking: Allocate specific blocks of time on your calendar for high-priority tasks 

to ensure dedicated focus. 

5. 80/20 Rule (Pareto Principle): Identify 20% of tasks that yield 80% of outcomes to 

maximize productivity. 

Implementing these methods can help streamline our workflow and enhance our effectiveness as 

consultants. I encourage you to explore these strategies and adapt them to your workflow. 

Looking forward to hearing your thoughts. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


