
The Eisenhower
Matrix

DO IT
Tasks with specific 
deadlines that must 
be completed right 
away.

PLAN
Tasks that have no set 
deadline but still help 
you achieve your 
goals.

DELEGATE
Tasks and projects 
that don't necessitate 
your expertise can be 
delegated.

ELIMINATE
Tasks that are both 
distracting and
ineffective.
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