IMPORTANT « - NOT IMPORTANT

Eisenhower Matrix

Sort every task by urgency and importance. Then act: Do, Schedule, Delegate, Delete.

Week of:
URGENT « - NOT URGENT
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DO
Urgent + Important - do it today Important, not urgent - book a time slot
. J
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DELEGATE DELETE
Urgent, not important - hand it off Neither urgent nor important - let it go
. J \L J
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