






DECIDE WHEN 
TO DO IT

DO NEXT
DROP IT OR 
DELEGATE IT

DO IT NOW

Urgency

Im
p

ac
t 

/ 
R

ew
ar

d











Personal – planning your own time (diary management, meeting notes, actions etc.) 

Business As Usual (BAU): the standard activities a business undertakes to maintain operation / tasks that 
keep a company running, i.e. ongoing website maintenance, rolling content creation, performance reporting.

Projects: set outcome, deliverable, timeline
- Work that needs to be delivered to a specific deadline, has a practical deliverable or a specific outcome, 

i.e. a campaign or event
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