Mind map

Eisenhower Matrix: urgent versus important @)
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Origin and principle g 03: delegate h
e Days ruled by urgencies
e Important is rarely urgent

e Interruptions, meetings and emails
e Seems urgent, doesn't move goals

e Where 'no time'really lives
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e Separates urgency from importance
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Of: do it now . .
. h 04: eliminate
e Crises and immediate deadlines Elsen ower , . .
i _ . p . 4 .« Distractions and time-wasters
o Shrink this quadrant over time Matrix . _
. ) e Cutting frees up energy right away

e Important things turned urgent by poor planning L )
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e Tackles the same energy leak

02: schedule

e Planning, prevention, relationships, health

e Pairs with self-leadership and delegation
e Most valuable, most neglected

e Can't start? It may be procrastination
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e Schedule it before it becomes urgent
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. Key takeaway
Action plan Protecting the important before it

0 9 e O e turns urgent is what reduces

List everything on your  Honestly sort each item Do, schedule, delegate Protect time for Review the matrix crises and gives you back your
mind into a quadrant or eliminate by quadrant important, non-urgent regularly calendar.
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