
Eisenhower Matrix Template
The Eisenhower matrix is a simple yet effective time management tool that helps you prioritize tasks
by urgency and importance. It allows you to organize your workload and stay focused on what
matters most. Use this template to streamline your to-do list, lighten your workload and improve daily
productivity.
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Tasks that require
immediate action with a

clear deadline.

DELEGATE

Tasks that need to be done
but can be assigned to

someone else.

NOT URGENT

SCHEDULE

Tasks to schedule in
advance. These are

important but don’t require
immediate attention. Be

mindful of procrastination!

DELETE

Tasks that should be limited
or removed. They are

distractions and offer little to
no real value.
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