The Eisenhower Matrix 
Name(s):_________________________________
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	DO! These activities usually get done.
                             1

	DECIDE LATER. These activities are high impact but can be scheduled for later. Make them a priority. 
          2

	N

O

T

I

M

P

O

R

T

A

N

T
	DELEGATE (if you can). These activities are deceptive – don’t confuse urgent & important. Minimise these. 
        3

	POSTPONE or AVOID. These activities are usually a waste of time. 
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