
Eisenhower Matrix
Sort every task into a quadrant, then act: do, schedule, delegate, eliminate.
Urgent = needs attention soon. Important = moves a real outcome forward.

DO FIRST
Urgent + Important

SCHEDULE
Important, Not Urgent

DELEGATE
Urgent, Not Important

ELIMINATE
Not Urgent, Not Important
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IM
P

O
R

T
A

N
T

N
O

T
 IM

P
O

R
T

A
N

T

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


