EISENHOWER
MATRIX

Your Real Estate Command Center

Deal Flow Clarity in 4 Quadrants

Do First Plan

Delegate Review
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How to Use This Matrix in Real Estate

This isn't about being busy - it's about being profitable. Use it to focus on activities that

close deals and build lasting business.

The Agent's Quick Sort

1. Will this impact a closing in the next 30 days? 2. Does this move a deal forward or build
future business? 3. Can someone else or something else handle this?

Remember

« Your time is your inventory - invest it wisely - Quality clients beat quantity every time -
Systems create freedom, not restriction - Referrals are the holy grail - earn them -
Success is a marathon, not a sprint

The Real Estate Agent's 3-Question Filter

Cut through the chaos with these deal-focused questions:

Question 1

Will this directly impact a closing in the next 30 days?

If YES: It's URGENT - Continue to Q2

If NO: It's NOT URGENT - Continue to Q2

Question 2

Does this move a deal forward or build my business?

If YES: It's IMPORTANT - Place based on urgency
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If NO: It's NOT IMPORTANT - Place based on urgency

Question 3

Can an assistant, service, or technology handle this?

If YES: Consider DELEGATING (especially if in Q3)

If NO: You need to handle it personally
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Examples for Each Quadrant

Deal Makers (Do Now)

Activities that directly impact current transactions

o Offer deadline tonight - Miss it and your client loses the home

e Closing document issue - Delays cost everyone money

e Hot buyer wants to write offer - Strike while motivation is high

* Inspection problem resolution - Deals die over unresolved issues

» Competitive bid situation - Quick response wins in multiples

Business Builders (Schedule It)

Activities that create future success

» Sphere of influence cultivation - Referrals are your best leads

» Market analysis and education - Expertise wins listings

» Professional photography for listings - Quality marketing sells homes faster

* Client appreciation events - Past clients drive future business

e Strategic partnership building - Network equals net worth

Delegate Zone (Get Help)

Necessary tasks that don't require your expertise

* Showing scheduling coordination - Use showing service or assistant
» Social media posting - Batch create or hire help

e MLS data entry - Transaction coordinator task

* Sign installation - Vendor service handles this

* Routine email responses - Templates and automation

Time Wasters (Eliminate)

Activities that feel productive but aren't

* Showing homes to unqualified browsers - Qualify before you drive
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* Endless property searches for indecisive clients - Set boundaries on your time
o Office drama and gossip - Focus on your business, not others'
» Perfectionist listing presentations - Good enough books more business

* Chasing FSBO's who won't convert - Move on to motivated sellers
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Common Teacher Traps to Avoid

The Every Lead is Gold Trap

Treating every inquiry as equally valuable, spreading yourself too thin.

Solution: Qualify ruthlessly. 20% of leads generate 80% of business. Focus there.

The Always Available Trap

Answering calls and texts 24/7 because 'that's what good agents do.'

Solution: Set boundaries. Clients respect professionals who value their time.
Excellence isn't about availability.

The Busy Equals Productive Trap

Running from showing to showing feeling busy but not closing deals.

Solution: Activity without conversion is just exercise. Focus on high-probability

activities.

The Shiny Object Syndrome

Chasing every new lead source or marketing trend instead of mastering basics.

Solution: Master your sphere and referrals first. New tactics can't fix poor
fundamentals.
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Your Daily Real Estate Routine

10 minutes of planning = more closings, fewer headaches

Morning (5 minutes)

1. Review hot transactions needing attention
. Check showing requests and responses
. Scan new leads for quality

. Sort all tasks using 3-question system

o B~ W N

. Time-block for dollar-productive activities

Afternoon (5 minutes)

1. Update CRM with day's activities
. Send progress updates to active clients
. Move incomplete urgent items to tomorrow

. Schedule tomorrow's showings

oa b~ w N

. Turn off notifications - you've earned it
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