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THE  E ISENHOWER

MATR IX



The  E i senhower  Mat r i x  i s  a  s imp le  too l  fo r  cons ide r i ng  t he  l ong-

te rm  ou tcomes  o f  you r  da i l y  ta s k s  and  focus i ng  on  what  w i l l  make

you  mos t  e f fec t i ve ,  no t  j u s t  mos t  p roduc t i ve .  I t  he lp s  you

v i sua l i se  a l l  you r  ta s k s  i n  a  mat r i x  o f  u rgen t/ impor tan t .  A l l  you r

day- to-day  ta s k s  and  b igge r  p ro jec t s  w i l l  fa l l  i n to  one  o f  t hese

fou r  quad ran t s :

1 .U rgen t  &  Impo r tan t  ta s k s :  P ro jec t s  to  be  comp le ted  immed ia te l y

2 .No t  U rgen t  &  Impo r tan t  ta s k s :  P ro jec t s  to  be  schedu led  on  you r

ca lenda r

3 .U rgen t  &  Un impor tan t  ta s k s :  P ro jec t s  to  be  de legated  to

someone  e l se

4 .No t  U rgen t  &  Un impor tan t  ta s k s :  P ro jec t s  to  be  de le ted
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U R G E N T  M A T T E R S

Urgen t  mat te r s  a re  t hose  t ha t  requ i re

immed ia te  ac t ion .  These  a re  t he  v i s i b le  i s sues

tha t  pop  up  and  demand  you r  a t ten t ion  NOW.

Of ten ,  u rgen t  mat te r s  come  w i th  c lea r

consequences  fo r  no t  comp le t i ng  t hese  ta s k s .

U rgen t  ta s k s  a re  unavo idab le  bu t  spend ing  too

much  t ime  pu t t i ng  ou t  f i r e s  can  p roduce  a

g rea t  dea l  o f  s t re s s  and  cou ld  re su l t  i n

bu rnou t .

I M P O R T A N T  M A T T E R S  

Impo r tan t  mat te r s  a re  t hose  t ha t  con t r i bu te  to

long- te rm  goa l s  and  l i f e  va l ues .  These  i t ems

requ i re  p lann ing  and  though t fu l  ac t i on .  When

you  focus  on  impo r tan t  mat te r s  you  manage

you r  t ime ,  ene rgy ,  and  a t ten t ion  ra the r  t han

m ind le s s l y  expend ing  these  re sou rces .  What  i s

impo r tan t  i s  s ub jec t i ve  and  depends  on  you r

own  va l ues  and  pe r sona l  goa l s .  No  one  e l se

can  de f i ne  what  i s  impo r tan t  fo r  you .

 

I n  t he  rea l  wo r ld ,  t he  d i s t i nc t i on  be tween  u rgen t/non-u rgen t ,

impo r tan t/no t  impo r tan t  i s  much  mu r k ie r  t han  unde r  expe r imen ta l

cond i t i ons .  Management  Gu ru  S teven  Covey  a l so  u sed  th i s  mode l

fo r  h i s  wo r k  on  t ime  management .  He re ' s  how Covey  b reaks  i t

down  and  de f i nes  t he  ta s k s  above  the  l i ne  (U rgen t  and

Impor tan t ) :
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L i s t  1 0  ta s k s  you  wou ld  pe r fo rm  on  a  da i l y  bas i s .

As s ign  t hem to  t he  E i senhower  mat r i x  by  popu la t i ng  t he  be low

catego r ie s .  

A re  you  wo r k i ng  i n  t he  impo r tan t  and  u rgen t  a reas ,  t he

impor tan t  and  non-u rgen t  a reas  o r  somewhere  e l se?  I f

somewhere  e l se  on  t he  g r id ,  why  i s  t h i s?  

ACT IV I TY
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URGENT & IMPORTANT1.

2. IMPORTANT BUT NOT URGENT

3. URGENT BUT NOT IMPORTANT

4. NOT URGENT & NOT IMPORTANT
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