
Eisenhower’s strategy for taking action and 
organising your tasks is simple. Using the decision 
matrix below, you will separate your actions based 
on four possibilities:

- Urgent and important (tasks you will do immediately).
- Important, but not urgent (tasks you will schedule to do 
later).
- Urgent, but not important (tasks you will delegate to 
someone else).
- Neither urgent nor important (tasks that you will 
eliminate).

The great thing about this matrix is that it can be 
used for broad productivity plans, ‘How should I 
spend my time each week?’ and for smaller, daily 
plans, ‘What should I do today?’

What is important is seldom urgent and what is urgent is seldom important.
-Dwight Eisenhower
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