The Get It Done Matrix

Eisenhower Matrix Template

Do It Now ¢c—h Schedule

Do First | Urgent & Important B Do Later | Important But Not Urgent

Task Time Needed Due Date/Time Task Time Needed Due Date/Time

O Delegate <, Avoid
O Outsource | Urgent But Not Important Eliminate | Not Important & Not Urgent

Task Time Needed Due Date/Time

Task Time Needed Due Date/Time
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