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1-What are priority quadrants? How do these matrixes help in selecting projects?
A paper by Carol Gosenheimer (2012) states that a prioritization matrix is a simple tool that provides a way to sort a numerous set of items into an order of importance. It also identifies their relative importance by deriving a numerical value for the priority of each item.
The matrix provides a means for ranking projects based on criteria that are determined to be important. This enables a department to see clearly which projects are the most important to focus on first, and which, if any, could be put on hold or discontinued.
The Priority Matrix has two dimensions: urgency and importance. Quadrant I is for the most immediate and important deadlines. Quadrant II is for long-term strategizing and development, which means tasks that are not urgent, but are important nonetheless. Quadrant III, which is for urgent but not important tasks, is 
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for time-pressured distractions that must be done immediately even though they are not urgent. Quadrant IV is for the kind of tasks that yield little, if any, value.
The main concern of any prioritization system will be to evaluate identified projects and rank them in order of importance. The level of complexity of the project prioritization processes, though, varies greatly.
There are two characteristics essential to promote objectivity in project selection. Firstly, there is the issue of rationality. Turochy and Willis define a rational procedure as “one with clear steps and a sequence” (Turochy and Willis 2006). This idea is critical as it differentiates between a systematic
methodology that can be reliably replicated versus one without a well-defined structure. A non-rational process is open to the bias of the evaluator.
Secondly, there is the discussion of defensibility by Turochy and Willis (2006) define a defensible procedure as one that is “open to scrutiny with respect to the data used in the process and which resulting scores or rankings allocated to projects evaluated are related to the attributes of the proposed improvements.
Each prioritization system will be unique, although each will likely involve the following steps: selecting criteria with which to evaluate projects, creating performance measures to compute project compliance to those criteria, combining scores for each performance measure in some way, and finally ranking the projects in order of importance.
According to Pennypacker & Dye (2000, p.10), once the projects are selected, they need to be prioritized. Before starting prioritisation, some considerations should be made in order to make sure that projects, that are to be evaluated against each other, are comparable. This comparability is in terms of the scope, resource demand, time to complete, complexity, and level of technology.
The way used to prioritize project is the project prioritisation matrix (Gosenheimer et al., 2012, pp.4–8). The procedure to conduct the prioritization using this matrix includes the following steps: first, to create some measuring criteria by selecting critical features that would help to distinguish the projects that would deliver the 
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most value for the company from the others. After that, a scale should be selected for each criteria, to score projects against this scale. Second, a measuring process should be conducted for each criteria. This weight will be multiplied by the criteria value in order to prioritize. Third, a matrix should be created including the criteria, weights, and names of the selected projects. Fourth, the teams should thoroughly proceed to the evaluation of projects against the criteria and calculating the results. Then, the weighted values should be added up to obtain an overall score for each project. Fifth, the matrix of the evaluated projects has to be reviewed by key stakeholders. Finally, projects may be grouped into high, medium, or low priority depending on their scores. The benefits of such a matrix are the following: it helps in simplifying a decision in a complex context. Furthermore, it gives a fast and a reliable way of dealing with that prioritization decision. Following, this tool provides an objective and computable way. Finally, it provides a good start for discussion among a group of decision-makers.

2. What is SPIRIT? How it is used for setting goals?
Specific
Be specific about what you want or don’t want to achieve. ensure that your goal is clearly defined and understood. How can I explain this to make sense? The result should be perceptible and measurable. 
Prizes
Reward yourself at different points in the goal, particularly if it’s long-term. you can have prizes when various milestones are accomplished. 
Individual
All members of a team must be involved in goal setting. Find ways for them to link into the project and get motivated.
Review
Review your progress periodically. Does the goal make sense? Are you stuck? Do you need to adjust certain parts of it?
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Inspiring
Setting the goal positively. Make it fun to accomplish. Consider documenting your results and framing them for future inspiration.
Time-Bound
Goals and objectives must have a deadline, otherwise they will be continually postponed, delayed or denied. Even better, split the goal into small parts and give yourself a deadline for each item.
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