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Estimated Time: 1 hour
Instructions:
Review Your Tasks/Goals:  Refer back to your tasks or goals identified using the Eisenhower Matrix.
Draft an Action Plan: Use the template below to lay out tasks, deadlines, and resources for the upcoming week or month.
Prioritise and Schedule: Ensure urgent and important tasks are completed first.
Schedule time for important but not urgent tasks and delegate or eliminate tasks that are neither urgent nor important.
Set Milestones: Assign specific dates or checkpoints to assess progress.
Reflect and Adjust: Plan a short review session (weekly or monthly) to adjust tasks as priorities shift.
Prioritising Goals Template
	Task/Goal
	Eisenhower Matrix
	Deadline/Timeline
	Resources Needed
	Next Steps

	Complete project report
	Urgent & Important
	Due Friday
	Research data, co-worker support
	Send draft to supervisor by Wednesday

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Instructions for Use
Task/Goal: Write the specific goal or task.
Eisenhower Matrix: Identify which matrix the task falls under based on urgency and importance.
Deadline/Timeline: Specify when this task should be completed or reviewed.
Resources Needed: List any tools, support, or information required.
Next Steps: Clearly outline immediate actions (e.g., schedule a meeting, gather materials).
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