ADHD-friendly Eisenhower matrix

Write each task in one box. Urgent = something bad really happens if it isn't done in the next 48 hours. Important = it matters for a

goal, a person or a responsibility you care about.

Urgent (48-hour test: yes)

Not urgent
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OA‘ Do first Urgent and important 17 Schedule Important, not urgent
Max 3. Start the one due soonest, today. Give each one a date. Do one every day.
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¥ Delegate or shrink urgent, not important _] Drop or park not urgent, not important
Hand it off, automate it, or do the 5-minute version. Park it on a 'not now' list. That's allowed.
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The ADHD rules Today I'll start with:
1. Max 3 in Do first. Too many? Keep the 3 due soonest, date the rest.
2. Every Schedule task gets a date. Do one of them today.
3. No one to delegate to? Automate, batch, or do the 5-minute
version.
4. Dropping is allowed. "Not now" is a decision, not a failure.
Free online version (sorts your list for you, then plans your day):
S ) \adhdaiplaybook.com/tooIs/eisenhower—matrix/ D,

Free from adhdaiplaybook.com/tools/eisenhower-matrix/

Personal, classroom and client use - Not medical advice



