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THE EISENHOWER MATRIX

The Eisenhower Matrix is a simple tool for considering the long-
term outcomes of your daily tasks and focusing on what will make
you most effective, not just most productive. It helps you
visualise all your tasks in a matrix of urgent/important. All your
day-to-day tasks and bigger projects will fall into one of these
four quadrants:

1.Urgent & Important tasks: Projects to be completed immediately
2.Not Urgent & Important tasks: Projects to be scheduled on your
calendar

3.Urgent & Unimportant tasks: Projects to be delegated to
someone else

4.Not Urgent & Unimportant tasks: Projects to be deleted
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THE EISENHOWER MATRIX

In the real world, the distinction between urgent/non-urgent,
important/not important is much murkier than under experimental
conditions. Management Guru Steven Covey also used this model
for his work on time management. Here's how Covey breaks it
down and defines the tasks above the line (Urgent and
Important):

Urgent matters are those that require
immediate action. These are the visible issues
that pop up and demand your attention NOW.
Often, urgent matters come with clear
consequences for not completing these tasks.
Urgent tasks are unavoidable but spending too
much time putting out fires can produce a
great deal of stress and could result in
burnout.

Important matters are those that contribute to
long-term goals and life values. These items
require planning and thoughtful action. When
you focus on important matters you manage
your time, energy, and attention rather than
mindlessly expending these resources. What is
important is subjective and depends on your
own values and personal goals. No one else
can define what is important for you.
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ACTIVITY

1.URGENT & IMPORTANT

2. IMPORTANT BUT NOT URGENT
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3. URGENT BUT NOT IMPORTANT

9
0-0
Delegate

4. NOT URGENT & NOT IMPORTANT
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