Eisenhower Matrix Template
How to use this guide
This is a practical Bandmate Academy guide for Eisenhower Matrix Template. Read it with your band, customize fill-in moments, and treat the DOCX as the working copy you mark up together.
Template for prioritizing tasks using the Eisenhower Matrix. Work sections in order, write answers for your lineup, and leave with owners and dates.
Suggested workflow: (1) skim alone, (2) fill in a 30–45 minute band meeting, (3) store next to calendar and money rules, (4) revisit after lineup or goal changes.
When everything feels urgent, noise wins. Sorting work keeps show-critical tasks ahead of reactive drama.
Urgent and important
Imminent show readiness, travel logistics, contract deadlines, and safety belong first; These are the items that damage reputation or bodies if delayed — namely, imminent show readiness, travel logistics, contract deadlines, and safety belong first. These are the items that damage reputation or bodies if delayed.
If everything is labeled urgent, nothing is. Force a ranking once a week in busy seasons; namely if everything is labeled urgent, nothing is. Force a ranking once a week in busy seasons.; hence if everything is labeled urgent, nothing is. Force a ranking once a week in busy seasons.
False urgencies
Low-stakes aesthetic fights and reactive social drama feel urgent and rarely are; Park them or schedule them. Do not let group chat set the band’s strategy by volume — namely, low-stakes aesthetic fights and reactive social drama feel urgent and rarely are. Park them or schedule them. Do not let group chat set the band’s strategy by volume.
Do not let group chat set the band’s strategy by volume; Park them or schedule them. Low-stakes aesthetic fights and reactive social drama feel urgent and rarely are — next, do not let group chat set the band’s strategy by volume. Park them or schedule them. Low-stakes aesthetic fights and reactive social drama feel urgent and rarely are.
Matrix plus calendar
The matrix prioritizes; the calendar commits; Re-sort weekly in busy seasons and monthly otherwise. A stale board lies and creates false calm — namely, the matrix prioritizes; the calendar commits. Re-sort weekly in busy seasons and monthly otherwise. A stale board lies and creates false calm.
A stale board lies and creates false calm; Re-sort weekly in busy seasons and monthly otherwise. The matrix prioritizes; the calendar commits — next, a stale board lies and creates false calm. Re-sort weekly in busy seasons and monthly otherwise. The matrix prioritizes; the calendar commits.
Fill-in: This week matrix
Do first: ________
Schedule: ________
Delegate: ________
Drop: ________
Putting it into practice
Sort this week’s tasks once before more group chat.
Reopen this filled guide after lineup changes and before busy seasons. Keep profiles current so opportunities can convert, and use the directory when the next step is finding people.
A thirty-day implementation sprint
Week one: read alone and mark real disagreements. Week two: 45-minute meeting—fill blanks, assign owners. Week three: use the rules on real rehearsals or outreach. Week four: amend one page and set the next quarterly revisit.
FAQ
What usually lands in “urgent and important” for bands?
Imminent show-critical work: set readiness, travel logistics, contract deadlines, safety issues. Not every Instagram idea.
What do bands wrongly treat as urgent?
Low-stakes aesthetic debates and reactive social drama. Park them or schedule them.
How often should we re-sort the matrix?
Weekly in busy seasons; monthly otherwise. Stale boards lie.
Can the matrix replace a calendar?
No. It prioritizes; the calendar commits. Use both.
Related guides
· Time boxing
· Goal setting
· Band task management
· The art of band organization
