
 

Do It Now 
Urgent & Important 

Do It Later 
Important & Not Urgent 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

Delegate it 
Urgent & Not Important 

Defer it 
Not Important & Not Urgent 

 
 
 
 
 
 
 
 
 
 
 

 

 

Dump It 
Not necessary 

Distractions 
Time Wasters 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

Prioritisation 

Matrix 


