
Eisenhower Matrix Template
Sort every task by urgency and importance. Free template from fixmypriorities.com

URGENT NOT URGENT

IM
P

O
R

T
A

N
T

N
O

T
 IM

P
O

R
T

A
N

T

1. DO
Urgent and important. Handle today.

2. PLAN
Important, not urgent. Schedule deep work.

3. DELEGATE
Urgent, not important. Hand it off.

4. ELIMINATE
Neither urgent nor important. Drop it.
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