
The Eisenhower Matrix, also known as the Urgent/Important Matrix, is a powerful four-quadrant framework designed to help nonpro�t 
organizations move beyond feeling overwhelmed by endless to-do lists and toward true strategic focus. By clearly categorizing every 
task—from urgent operational crises to long-term fundraising strategy—based on its urgency and importance to the mission, the matrix 
enables leaders to intentionally decide what to Do Now, Schedule, Delegate, or Eliminate. This simple prioritization tool shifts teams from a 
reactive stance to a proactive approach, ensuring that valuable time and limited resources are consistently directed toward activities that 
generate the greatest impact and long-term mission ful�llment.

Address immediately (today/next 24 hours). 
This demands the time of key personnel 
(e.g., Executive Director).
* Crises (e.g., sudden loss of a key grant) 
* Critical client issues 
* Urgent operational roadblocks 
* Time-sensitive compliance deadlines

Do It Now Schedule It

Delegate It Eliminate It
Ask, "Who else can handle this e�ectively?" 
Delegate with intention, aligning tasks with 
team members' professional development 
goals.
* Interruptions that don't relate to core goals 
* Less critical requests from others 
* Some non-essential meetings

Proactively schedule time for this work on 
your calendar (next week/month). This 
prevents feeling reactive and ensures 
thoughtful execution.
* Strategic Planning 
* Relationship Building 
* Professional Development for sta�/self 
* Proactive work on critical initiatives 
* Systems Improvement

Carefully consider deleting it or placing it on 
the back burner indefinitely. Ask, "Does this 
truly add value?"
* Time-wasting activities 
* Tasks that have lost their relevance
* Low-value tasks
* Unnecessary administrative minutiae


