
Time Management Activity 
Organizational Skills Lesson 2 

Write after school responsibilities: 
 

 

 
Organize your responsibilities using the Eisenhower Matrix: 
 

 Urgent Not Urgent 

 
Do it now 

 
 
 
 
 
 

Schedule when to do it 
 
 
 
 

 
 

 Delegate the task to someone 
else 

 
 
 
 

 

Delete the task 
 
 
 
 
 

 

 


	Time Management Activity 

