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The Eisenhower Matrix
Important

UrgentNot Urgent

Not Important

Do it nowSchedule it

Delegate itEliminate it 
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Tools for different scenarios - build buffer time and say “no” without 
burning credibility
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If an activity moves a project forward, builds people, or strengthens collaboration, it’s a 
value-driver. If it just keeps people busy without visible outcomes, it’s likely a time-waster.
Time-Wasters (low or no value)

• Unnecessary Reports → Creating long status 
reports no one reads.

• Overlong Meetings → Weekly check-ins with no 
clear decisions or outcomes.

• Perfectionism → Spending hours polishing slides 
that are “good enough.”

• Reply-All Emails → Endless email chains where 
little progress is made.

• Duplicated Work → Two people collecting the 
same data in different formats.

Value-Drivers (high impact)

Results:

• Delivering a project milestone on time.

• Solving a customer issue that improves 
satisfaction scores.

Learning:

• Running a short retrospective to capture lessons 
learned.

• Testing a new tool that saves the team hours.

Relationships:

• One-on-one coaching conversations with team 
members.

• Cross-functional workshops that build alignment.
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Hidden Drains on 
Productivity

• Context-Switching
• Vague Ownership
• Over-Meeting Culture
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Delegation for Growth
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Realistic Timelines Without 
Losing Ambition Balance 

Point


