
Eisenhower Matrix 

What we have before Us here is what's called an Eisenhower Matrix. First, I want to give credit 
where credit is due. Thank you to president and five-star general, Dwight David Eisenhower. I 
found this online at expertprogrammingmanagement.com, but I want to walk through this, 
because it's another tool that you can use to help gain clarity on what it is that you need to be 
doing. Remember, productivity is all about effectiveness, doing less with less time, focusing on 
your unique abilities, as well as the things that you're excellent at. We've gotten a lot down the 
road here, but what we've got here is we've got a matrix that really shows us things that are 
urgent and things that are not urgent. That goes along the top there. Then what we have along 
the side there are things that are important and things that are not important. 

I'm going to give you a task, and actually, I'm not going to give it to you. I'm just going to relay 
this to you, because it's very insightful. Let's first start with things that are urgent and 
important. What is the thing that we should do with those? Well, we should do these, because 
things that are important, things that matter to our clients, things that matter to our bottom 
line are important. If they're urgent, then that means we need to do them. Not only do we 
need to do them, we need to do them today, PDQ, ASAP. We need to do those. 

Now, let's talk about things that are important, but they're not urgent. This is where most of 
our stuff lies that we really should be focusing on. If I want to write that book to use as a lead 
magnet or to use as something to get people into my funnel, to get pre-qualified leads, that's 
something that's important, but it's not urgent. People aren't going to suffer if I don't get that, 
but I need to do that. What do I need to do with this? What do I need to do? I need to schedule 
it. 

Now, this is where a lot of us get off. This is where a lot of us go awry, because we say, "I need 
to do that," but we don't schedule it. For all of those things that you categorize, that say this is 
important but it's not urgent, I want you to prioritize those. I'll give you a little system for that 
before we get through this lesson that says, "Hey, I'm going to schedule this., I want to schedule 
this and I want to schedule it ASAP. Based upon my priorities, I want to set aside time. Now, 
think about going back to the things that your incompetent, competent, and maybe even some 
of the things that you're excellent at. 

Remember, we want to be able to off-board those to someone else to stop doing them, to 
delegate them, as we'll talk about here in just a second. That's going to free up your time to say, 
"I'm going to schedule this." One thing I'll tell you is that when you're scheduling this, and this is 
a hack that I've learned over the years, these things that we're doing that are important, we 
need to set aside the time when our brain is at its best. We've talked about this a lot, but when 
are you at you're mentally sharpest. For everybody it's different. There's no standard way. For 
me it's an hour after I get up, for about the next three to four hours, somewhere along the way 
where the second cup of coffee goes. I don't know if that has anything to do with it, but that's 
it. 
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Those important things, that's when I want to schedule them. That's when I want to block off all 
other activities. That's when I don't want any interruptions, but what do we do? We usually let 
other people or we just let the day dictate itself and we don't. We want to schedule that. Things 
that are urgent and important, do and do them today. Things that are not urgent but 
important, we need to schedule those. We need to set aside time. We need to be intentional 
about that. 

Now, let's go down here, things that are not important and not urgent. What should we do with 
those? Well, we should eliminate, so eliminate these things. If they're not important and 
they're not urgent, then why in the heck should we even do those? Let's eliminate those. Let's 
stop doing them. That's pretty self-explanatory right there. Then finally, things that are urgent 
but not so much important. What should we do with those? Well, we should delegate those. 
We're going to delegate these things. 

Now, this does not work in just isolation. This goes along with the task audit. The question is 
how do I know if things are important or not important? How do I know if things are urgent or 
not urgent? Well, I'll tell you with urgency it's pretty self-explanatory. You have a client 
breathing down your neck, because they need to close on alone and they need those financial 
statements. It's the seventh of the month, and they needed them for the prior month. That's 
important, and that's urgent. Do it now. That's an example of that. 

Now, going back to the example that we used for not urgent, but it's important. Going back to 
the book, we need to write that book. We need to create that inbound marketing funnel, but 
it's not like the client that's over here that needs this information quickly. This is something that 
we need to schedule. What I would do is I would say, "Okay, I estimate that this is going to take 
me eight hours." What I do from there is I triple that number, and then I start scheduling time 
off for that, one, two-hour blocks, so I make sure that I get it done. The very most important 
thing first, scheduling that. That's what I would do with the urgent things. 

Now, things that are not urgent and not important, this is busy work. Now, that doesn't mean 
that it couldn't come back later to be important or urgent at a later date, but let's say that I'm 
dorking around with a logo. Me creating a logo, right now that's probably not important in my 
business, but later on it could. So, I just need to eliminate it, or we could also say put it on the 
shelf. But I could say, "Hey, later on we've got to get our branding right, and part of our 
branding is that we have to get our logo." So, it becomes important, but not urgent. Things can 
move around this grid, but I want you to start thinking this way. 

Then obviously not important, but urgent? In that we could have things that would be like 
doing a job posting, because we're really in need of that person. But we don't have time to 
write it. Oh. I'll give you a prime example from today. I needed to work on something that is 
called the Vivid Vision. I've created it, but I needed to edit it. I just can't seem to get around to 
it. It's urgent. I Need to get this done, and it's not that important right now, but again, it's going 
to move, and it's going to become important. So, rather than it becoming important and urgent, 

© 2020 Bookkeepers.com 
 



I've given this, I've delegated it to someone else to get them to do it, so that I can get off my 
butt and do the things that I need to focus on, like giving you these great lessons. 

That is the Eisenhower matrix, and it's just another tool for you to think. When you're starting 
to go through that task audit, as a bonus, what you can do is to say, okay, are these things 
important or non-important? Now, urgency has to typically do with timing, and deadlines, and 
that sort of thing, so those are fluid. Sometimes they are urgent and sometimes they are not 
urgent. For example, going back to that bank, a bank loan that your client is going to close on 
the next month, it's not going to be as urgent. They can wait back to the 15th or whenever that 
you normally get into the financial statements and all that. But this right here is very important, 
and this is a mental model. I'm big into mental models, because they help us to think. They help 
us to organize, and they help us to focus. That's what this is all about. It's not the Hokey Pokey, 
but it is about focus, and this is the Eisenhower matrix. 
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