IMPORTANT

NOT IMPORTANT

URGENT

Do

Do it now. Things with
clear deadlines and
consequences for not
taking iImmediate action
(crisis, deadline,
emergency,...)

Delegate

Who can do this for you?

NOT URGENT

Decide

Involves future planning.
Requires initiative, try to
spend more time Iin this
guadrant.

Delete

Eliminate tasks that do not
align with company's mission
and goals. Learn to say no to
them



