
The Eisenhower Decision Matrix
First list all projects/ activities here*

*C
la

ss
if

y 
th

em
 v

er
ti

ca
lly

 a
cc

o
rd

in
g 

to
 im

p
o

rt
an

ce
. P

la
ce

 t
h

em
 in

to
 t

h
e 

m
at

ri
x 

ac
co

rd
in

g 
to

 u
rg

en
ce

.

Im
p

o
rt

an
t

N
o

t 
Im

p
o

rt
an

t

Urgent Not Urgent

Then transfer them into the matrix 

Do it now.  Schedule a time to do it.

Figure who can do it for you.  Eliminate it, don't do it.

Do Decide

Delegate Delete
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