Eisenhower matrix

Name or team:
Urgent means:

Urgent

Date:

Important means:

Not urgent
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1. Doit first 2. Scheduleit
Important and urgent. Do it now, yourself. Important, not urgent. Put a date and an owner on it.
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3. Delegateiit 4. Dropit
Urgent, not important. Who can take it? Neither. Stop doing it.
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Free template from Strategy O'Clock. Run it with your team online at strategyoclock.com



