
Module 2: Planning and Prioritization Techniques 

 (Course Outline): 

Focuses on practical methods to plan daily, weekly, and long-term tasks and 

prioritize them efficiently. 

 (Course Outcomes): 

 Create actionable daily, weekly, and long-term plans 

 Prioritize tasks using tools like the Eisenhower Matrix 

 Balance multiple tasks effectively without overload 

 Develop structured workflows to improve productivity 


