
 
 

 

  

  Is it a 
priority? 

  Yes 

  Do you have 
time for it? 

  Yes 

  Commit it to 
your calendar 

  No 

  Can someone 
else do it? 

  Yes 

  DELEGATE IT! 

  No 

  
Defer or 
delete a 

lower priority 

  No 

  Defer or 
delete it 


