Eisenhower Matrix Template = i

Urgent Not Urgent
Do First Schedule
(Urgent & Important) (Not Urgent But Important)
Tasks that require immediate attention and contribute to Tasks that help achieve long-term goals but don’t require
your long-term goals. These are typically deadlines or immediate action. These commitments should be planned,
crises. scheduled, and kept.
Example: Addressing an employee emergency or employee Example: Strategic planning, learning new skills.

complaint affecting service and well-being.
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Delegate Eliminate

(Urgent But Not Important) (Not Urgent & Not Important)

Tasks that require immediate attention but can be handled  Tasks that don’t add value to your goals and are often
by others. These are typically interruptions or tasks that distractions. These should be minimized or eliminated.

don’t contribute to long-term goals.
Example: Social media scrolling, unnecessary meetings.

Example: Routine emails, scheduled meetings.
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Prepared by Andie Hopkins, Learning + Development Specialist Adapted from ProjectManager.com Eisenhower-Matrix.
Designed by Emily Jamieson, Organizational Development Coordinator



https://www.projectmanager.com/blog/eisenhower-matrix
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