
THE EISENHOWER MATRIX
Based on the time management principles of former US President Dwight D. Eisenhower, the 
Eisenhower Matrix helps you to focus on what's important to you and helps you to manage 
your time more effectively.


ACTION: Plot all your tasks into the grid below based on whether they are urgent, non-urgent, 
important or non-important. Doing this will help you prioritise your tasks. Approach the tasks in each 
quadrant according to the guide beneath the grid.
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Quadrant 1 Quadrant 2

Quadrant 3 Quadrant 4

Quadrant 1 - Urgent, Important - Do it first

Quadrant 2 - Non-Urgent, Important - Schedule it

Quadrant 3 - Urgent, Non-Important - Delegate it

Quadrant 4 - Non-Urgent, Non-Important - Delete it
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