Eisenhower Matrix Answer Sheet

1. What is the main purpose of the Eisenhower Matrix, and how does it help with managing tasks?
The matrix helps individuals prioritise tasks by separating what is urgent from what is important. Its purpose is to support time-management, decision-making, and planning by helping users focus on high-value tasks and reduce time spent on low-value activities.

2. How does the article explain the difference between “urgent” and “important” tasks? Give at least one example of each.

Urgent: Tasks that demand immediate attention, are time-sensitive, and often involve deadlines (e.g. answering time-critical emails, preparing for an imminent meeting).

Important: Tasks that contribute to long-term goals, values, or meaningful outcomes (e.g. planning, studying, strategic projects, skill development).
The article stresses that urgent tasks are often not important, and important tasks are not always urgent.

3. Describe each of the four quadrants in the Eisenhower Matrix. What kinds of tasks belong in each one? Give an example for each.

Quadrant			Meaning			Action/Example 

Q1: Urgent & Important	Time-critical tasks tied to goals or responsibilities	
Do immediately/Deadlines, crises, last-minute prep

Q2: Not Urgent & Important	Long-term, strategic, personal development tasks
Schedule/Planning, studying, health, networking

Q3: Urgent & Not Important	Interruptions or tasks driven by others’ priorities	
Delegate/Some emails, calls, admin requests

Q4: Not Urgent & Not Important Low-value, distracting, recreational activities	
Eliminate/Excessive scrolling, busywork

4. What examples does the article give of tasks belonging in Quadrant 3 and Quadrant 4? Why is identifying these useful?

Quadrant 3: Interruptions, admin tasks, urgent requests from others, non-strategic emails.

Quadrant 4: Distractions, time-wasters, low-value leisure or “busywork.”
Identifying these is useful because it reduces wasted time, encourages delegation, and helps protect space for meaningful work.

5. What practical tips or tools does the article suggest for using the matrix effectively? How might these help someone manage time?


Limiting the number of tasks in each quadrant

Scheduling Q2 tasks into a calendar

Using colour-coding or organisation tools

Maintaining a separate to-do list
These tools help users monitor workload, protect time for long-term goals, and avoid reacting only to urgent demands.

6. [not in article, discussion question] What do you think are some advantages and disadvantages of the Eisenhower Matrix as a time management tool?

[Student’s Own also acceptable within reason] Possible Advantages:

· Helps prioritise tasks by separating what’s urgent vs important.

· Encourages planning and long-term focus rather than just reacting to crises.

· Can reduce stress by highlighting what to delegate or remove.

· Simple to understand and apply with lists or diagrams.

Possible Disadvantages:

· Categorising tasks can feel subjective — what’s “important” varies per person.

· Not ideal for tasks that are all urgent or all important at once.

· Requires reflection and regular updating to stay useful.

· Some people may procrastinate Quadrant 2 tasks (important but not urgent).
