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Quadrant 1: Urgent and important = Do First The first square is for tasks and projects that are essential to your work or personal life. Therefore you should schedule a dedicated time for them. Quadrant 1: urgent & important Often these are close deadlines that have been put off and are suddenly closing in or serious crises that need immediate
attention. Complete these immediately. Using a simple matrix where feasibility of an idea is plotted along the x axis, and level of importance is plotted along the y axis enables you to visualize which ideas have the greatest chance of success, and which ones should be avoided. After using Eisenhower’s Matrix for a while, you should start noticing a
positive change to your mindset and a boost in productivity. The best thing you can do with them is to eliminate them from your to-do list entirely. If you need customization on your reports or need more complex templates, please refer to our custom services. Quadrant 2: important not urgent These are tasks worth prioritising and scheduling for the
future so you make sure you actually get them done. Idea prioritization template Another prioritization matrix that helps you save time and effort is the Idea Prioritization template. These are things that need to be done today or at latest tomorrow, and can’t be pushed back. Remember the goal here is accomplishment! When you add tasks to
Quadrant 2, make sure you schedule a time for them, and include that time to the task in your matrix. The Eisenhower Matrix also known as the Urgent-Important Matrix lets you decide and prioritize tasks by their Urgency and Importance level and helps you divide your tasks into categories such as what to do now, what to plan later, what to
delegate and what to delete from your list. The name comes from the former 34th President of the United States whose name was Dwight D. Since he was faced with tough decisions all the time, this led him to invent the Eisenhower Matrix that we are currently using for time management today. If a task can be completed by another member of the
team, it’s not urgent for you. Rate the activities based on their importance and urgency. Quadrant 4: Neither urgent nor important = Eliminate The final quadrant is for stuff that can be eliminated! These are things you shouldn’t be doing, maybe because they’re not in your scope, or because they’re time-wasting activities. Your website is down, ads
aren’t showing, a journalist wants a comment, Google is rolling out a new algorithm update, you’ve had a bad review AND your boss has just asked for a report… In digital marketing, things are constantly moving and it is incredibly easy to lose an entire morning to those time-sucking vampire tasks that take you away from what you need to do to
really make a difference. Write each action on a separate sticky note on the Idea Prioritization template. Simply click the image below and you’ll get taken straight to the template and you can start filling it out immediately. The priority matrix is a decision-making tool that helps you sort through your tasks and ensure what’s most important doesn’t
get pushed aside by the sudden, unexpected, and urgent. Try to limit each quadrant to eight items, to keep it achievable. The basic premise is that by analysing, then separating your tasks into four main quadrants filed under different areas of importance and urgency, it will allow you to plan your time better and to reduce stress . Now it is all easy to
categorize your tasks depending on the importance and urgency level. Important issues tend to be the ones that promote real growth and contribute to the bigger picture but often aren’t time-sensitive. These are usually important things for your long term goals, but get swept aside, when something urgent comes up. Or in your private life, paying a
bill or doing taxes. Examples include: Uploading blog posts, content or social media postsInterruptions from co-workers needing helpReporting dashboards Delegate these tasks. It’s important to note that many urgent tasks can actually be avoided by prioritising important tasks earlier on. You can rate them on a scale from 1-4 or use a scale of your
choice, e.g. school grades or a 1-10 scale. Urgent tasks need immediate attention, they’re time-sensitive and often time-consuming. What is the Priority Matrix? Choose the importance and Urgency level as “Yes” or “No”.Later the tasks will automatically find their places in the Eisenhower box whether they are tasks to do, decide, delegate or delete.
In the words of Eisenhower himself, “what is important is seldom urgent and what is urgent is seldom important.” Figuring out the difference allows you to compartmentalise your thoughts, giving you guilt-free permission to focus on what really matters and eliminate anything that won’t positively contribute to your goals. They’re things that will often
have negative consequences, if they’re not finished on time. These may be to do with your own life goals, core values or the long-term growth of the business. Former U.S. President Dwight D. Especially when you have too many to complete but don’t know where to start? What is important is such a loaded question as it’s different to each of us.
Eisenhower Matrix Template Features: Basically, you will list down all the tasks you need to do in the Data section on the Dashboard. These may also include last-minute obligations that are important to you. Get started with the Priority Matrix template Here at Conceptboard, we love productivity. It’ll become much easier to schedule your work,
prioritise for the immediate future and handle small crises and big deadlines. We often see in-house marketing team’s endless to-do lists grow even more or completely redirect all of their efforts in a snap decision entirely based on what the loudest person in the room wants them to do. At its core, the Matrix is all about changing your mindset and
recognising the difference between “urgent” and “important”. What is the difference between important and urgent tasks? These activities might be more important to someone else than they are to you. Ignoring your important tasks in favour of the more urgent, putting-out-fire type of tasks will usually leave you feeling exhausted and
unaccomplished at the end of the day. Quadrant 3: urgent not important These tasks are usually the bulk of what people do in their day-to-day lives. After that, you may put a “✓ ” or “✘” to the left side of the tasks if you have completed or not completed that particular task. Quadrant 4: not important & not urgent These tasks are what we’d call time
wasters. If a task needs completing today or tomorrow, it’s urgent, but if it can be delayed, it’s simply not. Ideally, these should be either delegated to someone else – perhaps someone who would benefit from the experience – or be automated if possible. (Skip this step if you already have a long list of ideas or a project wishlist). It will help you focus
on your long-term, overall goals by providing a framework to prioritize what’s important. Use this step-by-step guide to fill out your priority matrix: To get started, jot down all the tasks and projects you want or need to get done. This now widely-used technique, the Eisenhower Matrix, draws on all Eisenhower’s methods for time management, task
management, decision-making and productivity that enabled him to live his unbelievably productive life. They’re often menial tasks that pop up out of the blue and demand your time. We are always striving to work more productively, and share our tips with you. That’s why we’re really excited to share our free Priority Matrix Template with you, as
we’re sure that it’ll help you to manage your time better, and focus on your big goals. It’s a great tool to identify which ideas or projects are the most worthy of attention, based on their overall feasibility and importance. Eisenhower. How to put the Priority Matrix into practice? Back in 1989, author Stephen Covey published The 7 Habits of Highly
Effective People, popularising the techniques of the 34th President of the United States, Dwight D. For example, when designing a new website, you might have collected a long list of wish-list items from numerous stakeholders and departments. We have created 2 versions of the prioritization matrix template which can be used across a variety of
use-cases. By eliminating tasks that are big time wasters, your time management will become a lot easier. This may also include meetings and phone calls. Click below to download your free PDF worksheet so you can fill in your own tasks and take action from today. In addition to managing a project pipeline, an Idea Prioritization template can also be
used to prioritize wish-list items within a larger project. The world-famous Eisenhower Matrix, which is also known as the Priority Matrix or Urgent-Important-Matrix is a simple, yet powerful tool for strategic management. (More information on how to use digital sticky notes.) Ask for clarification from those who submitted the remaining ideas about
what it would take to make each idea happen/come to fruition. Quadrant 2: Important, but not urgent = Do Later The second quadrant is for tasks that are also important, but they don’t need to be finished immediately. Full Print Ready Informational notes included No installation needed. As a group, start plotting the ideas onto the chart by placing
the sticky notes corresponding to their feasibility and importance. Top tip If you use productivity tools or apps (e.g: To-doist, Trello or Wrike), label or colour coordinate your tasks into the 4 quadrants using priority levels. Sort through the ideas and filter any that are completely out of the scope of possibility or unsuitable. Combine similar ideas onto
one sticky note, or group ideas that could combine into one general idea. These tasks might include updating your website, meeting with a new supplier or reading up on an important topic. These tasks could be delegated to someone else, or by enabling the requester to deal with the task themselves. What is the Eisenhower Matrix? Works both on
Mac and Windows Compatible with Excel 2007 and later versions Does not include any VBA macros This Eisenhower Matrix Template is ready-to-use and provided as-is. So make sure to ask yourself, if the task is important for you, or someone else? To avoid getting caught up in daily chaos ourselves, we use the Eisenhower Matrix to prioritise what
will matter most to our clients’ businesses. Quadrant 3: Urgent, but not important = Delegate In the third square, you should list the things that are urgent, but not important and thus can be delegated. These can include: Checking social mediaReading unimportant emailsPublishing content for the sake of itSorting and organising, rather than
tacklingBrowsing the web Eliminate time-wasting tasks. Tasks may include: Watching conferences for expert knowledge and adviceConducting research for a projectPlanning for the futureBuilding relationships Complete these next. If this is you, we suggest adopting the Eisenhower Matrix for both your professional and personal development. Ever
struggled to plan your tasks? This will keep you accountable, and help you with your time management. To get things started, assign tasks to various group members and arrange a follow up meeting to keep the momentum going. If you would like to learn more about productivity, you might enjoy reading about the 4 Types of Productive Workflows or
How to communicate your ideas effectively. At the top right hand side of the chart you will clearly be able to see which ideas you should prioritize based on their high importance and high feasibility. Eisenhower’s Matrix separates your tasks into 4 quadrants, allowing you to clearly see your priorities. A guide to using an Idea Prioritization template
Gather your team remotely or in-person for a brainstorming session to generate new ideas. Take the guesswork out of it by plotting them all on the idea prioritization matrix so you can clearly see which ideas you should focus on in stage 1 and which ones can be looked at down the track. It’s a simple technique designed to help you embrace your
inner project manager to manage your time, clarify what’s important and get you back on track when you’re feeling overwhelmed. Often these are the tasks that promote achieving your goals, particularly long-term ones. Ready to use. Keep the momentum going with free business resources for ideation such as Creative Mind Mapping, Six thinking
hats, and the Idea Board. It’s the important tasks that ultimately help us achieve our goals, making it essential to take a step back and figure out whatever that may be. Eisenhower came up with the first instance of the action priority matrix. Use this framework to identify priorities and eliminate distractions. Centralize projects and communication on
our digital whiteboard on steroids Boost your productivity with additional strategic management tools such as the to-do list template. Now it’s time to add the items to the matrix. Go ahead and find out… Features Summary: Easy to fill Data Section Keeps your to-dos organized. So, want to try and categorize your tasks and try to plan your to-do list
like that? This might be replying to an important e-mail, finishing a presentation or report. Of course, if you need a break from your urgent and important tasks, feel free to take them on, but otherwise, they’re simply interruptions that are wasting time that could be used on more important things. Urgent tasks, while it may seem self-explanatory, is
often where many of us trip up by determining everything is urgent when in reality it isn’t. How to use the matrix As you can imagine, urgent tasks can often seem like they’re more important than they are, causing your important tasks to get pushed further and further down your to-do list. According to the Eisenhower Matrix Template, you will be
able to know what to do, decide, delegate, and delete.
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