
Urgent Important Matrix: A Practical Task 
Prioritization

Notes:

URGENT NOT URGENT

IMPORTANT Tasks to do immediately: Tasks to schedule for later:

1. 1. 

2. 2. 

3. 3. 

NOT IMPORTANT Tasks to delegate: Tasks to consider dropping:

1. 1. 

2. 2. 

3. 3. 

1. 

2. 



Actions to be taken:

3. 

1. 

2. 

3. 


	1: Finish project proposal
	1_2: Brainstorm marketing strategies
	2: Prepare for client meeting
	2_2: Review team performance metrics
	3: Debug software issue
	3_2: Plan for next quarter's goals
	1_3: Respond to non-urgent emails
	1_4: Organize office supply closet
	2_3: Attend optional networking event
	2_4: Update personal LinkedIn profile
	3_3: Follow up on old leads
	3_4: Clean up email inbox
	1_5: The project proposal is due by end of this week.
	2_5: Client meeting preparation includes updating the presentation and rehearsing.
	3_5: The software issue is causing delays in project development.
	1_6: Allocate time each day to work on the project proposal.
	2_6: Schedule a team meeting to prepare for the client presentation.
	3_6: Coordinate with IT to resolve the software issue.


