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Eisenhower task sorter
Enter Y or N for Important and Urgent; the quadrant fills in automatically.

Task Due date Important? (Y/N) Urgent? (Y/N) Quadrant Next step Done

Client report 2026-10-06 Y Y 1 Do Finish draft

Plan next quarter Y N 2 Schedule Book 2 hours
Thursday



EISENHOWER MATRIX TEMPLATE PACK

Nganshop.com · Personal and small-business use; please do not resell or share the files. 2

Task Due date Important? (Y/N) Urgent? (Y/N) Quadrant Next step Done



EISENHOWER MATRIX TEMPLATE PACK

Nganshop.com · Personal and small-business use; please do not resell or share the files. 3

Task Due date Important? (Y/N) Urgent? (Y/N) Quadrant Next step Done



EISENHOWER MATRIX TEMPLATE PACK

Nganshop.com · Personal and small-business use; please do not resell or share the files. 4

Task Due date Important? (Y/N) Urgent? (Y/N) Quadrant Next step Done


