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Do: These are tasks that are important and urgent often requiring you to take immediate action. 
Examples: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Defer (Delay): These are tasks that are important but not urgent, they need to get done but can be deferred to a later time. 
Examples: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Delegate: These are tasks that are not important but are urgent which can be confusing. 
Examples: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Delete: These are tasks that are not important and not urgent. 
Examples: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


image1.jpeg
URGENT NOT URGENT

DEFER

IMPORTANT

DELEGATE | DELETE

interruptions trivial issues
meetings Facebook
emails coffee breaks

%
£
&
S
(o]
&
E
S
Z





