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Chapter 6

The principle of the matrix is that all tasks are assessed within two dimensions:

• Urgent/Not urgent
• Important/Not important

This provides four possible positions of the task, matching the four quadrants:

Quadrant 1: Important and urgent
These tasks are, for example, crises that we know we have to deal with and can-
not leave to others, deadlines we have promised, things that must be achieved 
before an expiry date, etc.

This type of task must be completed now, there is no way around it.

Quadrant 2: Not urgent but important
These tasks can be, for example, prevention of accidents or defeats, building 
friendships, acquiring knowledge and new skills, participating in training/
classes, which is important for us to become more skilled and more efficient, 
planning, time for relaxation, etc.

This type of task must be completed, but it does not have to be right now, so 
now we plan when we will perform them.

Quadrant 3: Urgent but not important
These tasks are ‘dangerous’. Because they are urgent, you can mistakenly believe 
that they are also important. Here, the effective leader must be tough and ask 
himself: Is it necessary for me to take care of these tasks, can I delegate them 
to others? These can be tasks such as unexpected visits, people who are just 
passing by and want to say hello, people calling from the airport or car because 
they are bored, mail and emails, meetings, social activities, etc.

FIGURE 6.8 Eisen- 
hower’s Matrix.
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