Eisenhower Matrix
Sort every task into a quadrant, then act: do, schedule, delegate, eliminate.
	
	URGENT
	NOT URGENT

	IMPORTANT
	DO FIRST
Urgent + Important






	SCHEDULE
Important, Not Urgent







	NOT IMPORTANT
	DELEGATE
Urgent, Not Important






	ELIMINATE
Not Urgent, Not Important








4to.do - prefer a reusable version? Try the free online matrix at 4to.do/tools
