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Description automatically generated with medium confidence]EISENHOWER PRODUCTIVITY MATRIX
FOR PROJECT MANAGEMENT 

Notes for Using This Template:  Use this template to prioritize project tasks and determine which activities to tackle, delegate, or delete in order to make the most efficient use of your time. Blank template on page 2.
URGENT
NOT URGENT

[image: Garbage with solid fill][image: Alarm Ringing with solid fill][image: Monthly calendar with solid fill] · Critical milestones 
· Deliverables 
· Address project risks
· Non-critical administrative tasks
· Minor changes
· Low-priority scope additions
· Activities that don't contribute significantly to project goals
· Long term planning
· Resource allocation
· Stakeholder management 
· Proactive risk management
NOT IMPORTANT
IMPORTANT
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DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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