
tools

EISENHOWER MATRIX
Organization · Time Management · Prioritization

D E F I N I T I O N

A time and self-management tool for prioritizing tasks. It

distinguishes between important and urgent activities to direct

resources deliberately toward the tasks that truly matter.

Named after US President and General Dwight D. Eisenhower.

T E R M S

Urgency
A task presented with haste or an expectation of immediate
resolution, with the emphasis on speed.

suddenness · immediacy · time pressure

Importance
A task that objectively takes precedence over others based on a
defined weighing of factors, with the emphasis on impact.

sequence · decision criteria · effectiveness

P R I O R I T I Z AT I O N

Importance outranks urgency. The hierarchy is reflected in tasks A

through D.

A
do
now

B
plan

schedule

C
delegate
hand over

D
eliminate

drop

»Important tasks are seldom urgent, and urgent tasks
are seldom important.«
Dwight D. Eisenhower

important i m p o r t a n c e not important
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DO NOW
High-impact tasks that must be handled immediately.

crises · deadlines · escalations

health · safety · trust

Handle yourself, right away.
Note: A constant stream of A-tasks signals a lack of planning.

QUESTIONS

What happens if I don't do it?

Who is affected? What damage results?

Can I delegate it?

How much time does it really cost me?

What is the minimum I have to do?

Is there someone who can do it better?

A SCHEDULE
Strategically important tasks to be planned and scheduled.

goals · development · relationships

prevention · planning · reflection

Set a date, work through it calmly.
B-tasks stop A-tasks from arising. An investment in the future.

QUESTIONS

What moves me forward in the long run?

When is the best time for it?

Which resources do I need?

How do I keep it from becoming an A?

What is my concrete next step?

Who can support me with it?

B

DELEGATE
Tasks that someone else can do just as well or better.

routines · requests · coordination

interruptions · administrative tasks

Hand over, with a clear brief.
Careful: C-tasks often feel like A-tasks. Question their real importance.

QUESTIONS

Who could take this on?

What happens if it gets done a little later?

Who really benefits from it?

Is it really my task?

How do I delegate clearly and bindingly?

What do I need to report back, and by when?

C ELIMINATE
Tasks with no real value, to be cut or reduced without exception.

distractions · time-wasters · habits

needless meetings · social media

Drop it, with a clear conscience.
Whatever cannot be cut, reduce to a minimum.

QUESTIONS

What happens if I simply leave it out?

Is it habit or genuine need?

Who does it actually serve?

What do I gain by stopping?

How do I protect my time and energy?

Which expectations do I need to reset?
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