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Continuous Improvement Tool Index 
Title of Tool:  
Impact Effort Matrix 

Tool Description:  

The Impact-Effort Matrix is a decision-making tool used to evaluate and 
prioritize tasks, projects, or initiatives based on their impact (the potential 
benefits or value) and the effort (the resources, time, and complexity required 
to complete them). It helps teams make data-driven decisions by visually 
categorizing tasks into quadrants, allowing them to focus on high-value, low-
effort opportunities. 

Quadrants of the Matrix: 

• High Impact, Low Effort (Quick Wins): Tasks that provide significant 
benefits but require little effort to implement. These should be 
prioritized and completed quickly for immediate results. 

• High Impact, High Effort (Major Projects): Tasks that offer large benefits 
but require substantial effort and resources. These should be planned 
and managed carefully, as they have long-term value. 

• Low Impact, Low Effort (Fill-ins): Tasks that require minimal effort and 
offer little value. These can be done if there's available time, but they 
should not be a priority. 

• Low Impact, High Effort (Time Wasters): Tasks that demand significant 
effort but provide little or no benefit. These should be avoided or 
minimized to free up resources for more impactful work. 

Tool Utilization:   

• List Tasks or Initiatives: Start by brainstorming and listing all tasks, 
projects, or initiatives that need to be evaluated. 

• Define Criteria for Impact and Effort: Establish clear definitions for what 
constitutes "high" and "low" in terms of impact (the benefit or value 
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gained) and effort (the resources, time, or complexity required). This 
helps ensure consistency and clarity during evaluation. 

• Evaluate Each Task: For each task or initiative, assess its potential 
impact (how beneficial it will be) and effort (how much work or 
resources are required). Assign each task to the appropriate quadrant 
based on this assessment. 

• Plot on the Matrix: Use a grid with the following axes. 

o The horizontal axis represents effort (low to high). 

o The vertical axis represents impact (low to high). 

• Plot each task according to where it falls in terms of effort and impact. 

• Take Action: Begin with the Quick Wins, and gradually work on Major 
Projects. Minimize or delegate fill-ins and avoid time Wasters. 

Example of completed tool: 

 


