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WORKSHEET INFO

The Eisenhower Matrix is a
powerful time management tool
that helps individuals prioritize
tasks based on their urgency and
importance. Named after former
U.S. President Dwight D.
Eisenhower, who famously said,
"What is important is seldom
urgent, and what is urgent is
seldom important," the matrix
categorizes tasks into four

quadrants:
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Womempire Strategy Worksheets

1.Urgent and Important (Quadrant
I): These are tasks that demand
immediate attention and are crucial
for your goals. They often have
impending deadlines or are critical
for your personal or professional
success. Focus on completing these
tasks promptly to avoid negative

consequences.
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2 Not Urgent but Important (Quadranc 1)
Tasks in this quadrant are vital for long-term
success but donft have immediate deadlines.
This quadrant emphasizes proactive, srategic
planning, and goaksetting, Investing time here
helps prevent tasks from becoming urgent
and reduces stress over time.

3. Urgent but Not Important (Quadrant II)
Tasks that are urgent but contribute minimally to
your longtenn goa]s fall into this category. They
often involve distractions or nterruptions that
can be delegated or minimized to free up time for
more important activities.

4 Not Urgent and Not Important (Quadrant
IV): This quadmnt Tepresents tasks that neither
contribute to your immediate goals nor have
long-term significance. These tasks are often time-
wasters and should be minimized or eliminated
tomake room for more meaningful activities.

The Eisenhower Matrix assists in accomplishing goais by providing an organized
approach to prioritize tasks. By helping individuals distinguish between urgent
and important tasks, it promotes a focus on activities that align with long-term
objectives. This method encourages a strategic mindset, reduces procrastination,
and fosters a more effective and balanced approach to time management,

ultimately contributing to the successful achievement of one's goals.
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SELF-REFLECTION:
[dentifying Your Current Mindset

Reflection is the first step in understanding where you currently stand.
Here are a series of questions aimed at helping you identify your mindset:

How do | react when | face a challenge in my personal or professional life?
Do | tackle it head-on or shy away?

Do | appreciate feedback and criticism, viewing them as chances to
improve? Or do | become defensive and disheartened?

What are my beliefs about my abilities? Do | believe | can grow and
change, or am | stuck with what | have?
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CULTIVATE RESILIENCE

Develop a Strong Support System: Surround yourself with
positive influences.

Practice Self-Care: Activities like meditation, reading, or
even walking can rejuvenate your mind.

Embrace Change: Accept that change is a part of life and
look for ways to adapt and learn.

Set Realistic Goals: Setting and working toward achievable
goals can boost your confidence and sense of purpose.

SYRICVRICS RS

Action Plan:

Choose one area where you feel least resilient and actively work on it
for a month. Note your progress and obstacles, and refine your
approach as needed.
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TIME MANAGEMENT
HACK

THE POMODORO TECHNIQUE

The Pomodoro Technique is a popular time management method designed to enhance
productivity and focus by breaking work into intervals, traditionally 25 minutes in
length, separated by short breaks. Named after the Italian word for "tomato," the
technique was developed by Francesco Cirillo in the late 1980s. Here's a summary of

how the Pomodoro Technique assists in accomplishing goals:

The core concept of the Pomodoro Technique revolves around working in focused,
time-limited intervals known as "Pomodoros." Each Pomodoro is a 25-minute work
period, followed by a 5-minute break. After completing four Pomodoros, a more
extended break of 15-30 minutes is taken. This structured approach helps prevent
burnout, maintains concentration, and encourages a sense of urgency during work

intervals.

The technique capitalizes on the psychological principle of timeboxing, which asserts
that individuals tend to be more productive and focused when tasks are time-limited.
By breaking the day into manageable chunks, the Pomodoro Technique minimizes the

overwhelming nature of large tasks and promotes a steady, consistent workflow.

Additionally, the technique includes the practice of recording completed Pomodoros
and analyzing them to identify patterns, track progress, and refine future time
management strategies. This reflective aspect enhances self-awareness and allows

individuals to adapt their work habits for better efficiency.

In summary, the Pomodoro Technique assists in accomplishing goais by structuring
work into focused intervals, maintaining motivation through frequent breaks, and
promoting continuous improvement through self-reflection. It's a practical and
adaptable method that fosters a balance between productivity and well-being, making
it a valuable tool for individuals seeking to enhance their goal achievement and time

management skills.
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POMODORO SESSIONS:

This worksheet provides a structured format for planning your tasks, tracking Pomodoro
sessions, and reflecting on your work. Customize it based on your preferences and make
ad|ustments to improve your workflow over time.

Reminder: Pomodoros means working in focused, time-limited intervals

Task 1:

Estimated Pomodoros:
Task 2:

Estimated Pomodoros:
Task 3:

Estimated Pomodoros:

Pomodoros 1:

Task:
Start Time:

End Time:

Pomodoros 2:
Task:

Start Time:

End Time:

Pomodoros 3:

Task:
Start Time:

End Time:
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POMODORO SESSIONS:

Reminder: Pomodoros means working in focused, time-limited intervals

Pomodoros 4:

Task:
Start Time:

End Time:

Breaks:

Short Breaks: 5 minutes between Pomodoros

1st Break Start Time:
2nd Break Start Time:
3rd Break Start Time:

Long Breaks: 15-30 minutes after 4 Pomodoros

Start Time:

Notes & Reflection:

Challenges Faced:

Adjustments for Improvements:

Total Pomodoros Completed:
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POMODORO SESSIONS:

This worksheet provides a structured format for planning your tasks, fracking Pomodoro
sessions, and reflecting on your work. Customize it based on your preferences and make
ad|ustments to improve your workflow over time.

Reminder: Pomodoros means working in focused, time-limited intervals

Task 1:

Estimated Pomodoros:
Task 2:

Estimated Pomodoros:
Task 3:

Estimated Pomodoros:

Pomodoros 1:

Task:
Start Time:

End Time:

Pomodoros 2:
Task:

Start Time:

End Time:

Pomodoros 3:

Task:
Start Time:

End Time:
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POMODORO SESSIONS:

Reminder: Pomodoros means working in focused, time-limited intervals

Pomodoros 4:

Task:
Start Time:

End Time:

Breaks:

Short Breaks: 5 minutes between Pomodoros

1st Break Start Time:
2nd Break Start Time:
3rd Break Start Time:

Long Breaks: 15-30 minutes after 4 Pomodoros

Start Time:

Notes & Reflection:

Challenges Faced:

Adjustments for Improvements:

Total Pomodoros Completed:
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SMART GOALS

Instructions: For each goal, fill in the details according to the SMART criteria. This will help
ensure that your goals are clear, focused, and actionable.

A. What exactly do you want to achieve?
B. Who is involved or responsible?
SPECIFIC

D. Why is this goal important?

A. How will you track progress?
B. What are the key performance indicators (KPIs)?

C. How will you know when the goal is accomplished?

C. Where will it take place (if applicable)?
MEASURABLE

A. Is the goal realistic given your resources and
constraints?
B. What steps or actions will you take to reach the goal?

C. Do you have the necessary skills and support?

ACHIEVABLE

A. Does the goal align with your business objectives?
B. Will it contribute to your long-term success and growth?

C. Is now the right time to pursue this goal?

RELEVANT

A. When will you start working on the goal?

IIVIESEIORINBEY | B \What is the target completion date?

C. Are there any milestones or checkpoints along the way?

M
A
R
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SMART GOALS

GOAL:
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SMART GOALS

GOAL:
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MATRIX

USE THIS WORKSHEET TO PRIORITIZE PROJECT TASKS AND DETERMINE
WHICH ACTIVITIES TO TACKLE, DELEGATE, OR DELETE IN ORDER TO
MAKE THE MOST EFFICIENT USE OF YOUR TIME.

URGENT SIGNIFICANT
vy PO | SCHEDULE
These are vital tasks with substantial These are critical tasks with minimal
4 urgency. urgency
—
=
= . =
z > <
< NOT URGENT INSIGNIFICANT ny
— DELEGATE DELETE >
OC  These are pressing tasks with These are trivial tasks with minor @)
@) unimportant impact urgency —
al
=
LOW 2
HIGH URGENCY > LOW
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UNLOCK YOUR POTENTIAL -

90-DAY LIFE TRANSFORMATIONS

A SERIES OF 90-DAY STRATEGY & GOAL
PLANNING TRANSFORMATION GUIDE

THE ACTIONABLE PLANNING SYSTEM TO GAIN MORE LIFE
SUCCESS, REMOVE STRESS SAGROW YOUR CONFIDENCE
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Thank You

Hey Queen!

Thank you for supporting Womempire &
allowing us to be a part of your

personal development journey.

We are successful when you are successful.

1 pyay foy the best of W&W%ﬂ%
fov you and, youy Mfy

Valarie @Womempire



