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When you feel overwhelmed, you need a way to manage your time.
The Eisenhower Matrix is a simple tool to help you prioritize. This is a simple but
powerful time management tool that helps you prioritize tasks by categorizing

them based on their urgency and importance. It's designed to help you focus on
what truly matters and avoid getting caught up in tasks that are urgent but not

important.

The matrix is a four-quadrant box, where you place each task you need to do:

e Quadrant 1: Urgent & Important (Do) These are tasks you must do
immediately. They are critical and have a deadline.
o Examples: A major project due today, a client crisis, or an immediate

family emergency.

o Quadrant 2: Important, but Not Urgent (Decide/Schedule) This is the most
critical quadrant for long-term success. These tasks are important for your goals



but don't have an immediate deadline. You should schedule a specific time to
work on them.
o Examples: Strategic planning, relationship-building, professional
development, or exercise.

Quadrant 3: Urgent, but Not Important (Delegate) These tasks are a major
source of distraction. They feel urgent because someone else is asking for them,
but they don't move you closer to your own goals. You should delegate these
tasks to someone else if possible.
o Examples: Answering non-critical emails, attending unnecessary
meetings, or handling a minor request from a colleague.

Quadrant 4: Not Urgent & Not Important (Delete) These tasks are a waste
of time. They don't have a deadline and don't contribute to your goals. You
should eliminate them from your to-do list entirely.
o Examples: Mindlessly scrolling on social media, watching excessive TV,
or procrastinating with busywork.

By consistently sorting your tasks into these four quadrants, you can shift your
focus from reacting to urgent demands to proactively working on the important
tasks that will drive real results.



