IMPORTANT

NOT IMPORTANT

THE SHIFT

The Priority Matrix

Urgent says when. Important says whether. DATE

HOW TO USE IT
1 Empty today's list into the grid first. Don't sort as you go — write everything down, then place it.

2 Urgent means something is pressing on it. Important means something changes if it gets done. Most things
feel urgent. Far fewer are both.

Anything in Schedule needs an actual date before you close this page, or it stays unscheduled forever.

4 Pick one item from the top row and put it first tomorrow, before anything else can land on top of it.

URGENT NOT URGENT
Do first Schedule
IMPORTANT + URGENT IMPORTANT + NOT URGENT
In order. These are today. Give each one a real date.
Shorten or hand off Drop
NOT IMPORTANT + URGENT NOT IMPORTANT + NOT URGENT
Cap the time, or give it away. Say it out loud. Then let it go.

TOMORROW'S FIRST THING
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