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Prioritizing Your Time with Eisenhower’s Matrix

Urgent

Not Urgent

Important

Not Important

Do First
Tasks have a clear deadline and
consequences for not taking immediate
action.

Example: Submitting assignments or
taking exams.

Schedule

Tasks without a clear deadline that
help you to achieve your long-term
goals.

Example: Exercising at the gym or
attending campus events.

Delegate or Avoid
Tasks that need to get done, but they do
not require your skill set.

Example: Distractions/interruptions or
being asked an urgent favor by another
person.

Do Later or Delete
Tasks that can be completed once other
more important tasks are finished.

Example: Checking social media or
watching Netflix.

Adapted from https://academicsuccess.ucf.edu/sarc/wp-content/uploads/sites/31/2020/12/Eisenhower-

Matrix-Fillable.pdf at University of Central Florida &

https://todoist.com/productivity-methods/eisenhower-matrix at Todoist.
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