
IS THE ASK
REASONABLE?

Give yourself
permission to place
it at the bottom of
your list. Mark it,

"revisit tomorrow." 

PICK AN ITEM ON YOUR TO DO LIST

IS THIS
URGENT?

WHAT 
IS THE

SOURCE OF
URGENCY?

Proceed to Action.* 

*IMPORTANT: Before you begin, take stock of
your current workload. Be mindful if everything

(or most of your list) leads to this box. If that
becomes the case, seek out additional support.

Give yourself
permission to place
it at the bottom of
your list. Mark it,

"revisit tomorrow." 

YES NO

LEADERSHIP

REGULATORY NO

YES
SELF 

IMPOSED

COULD 
YOU GET AWAY

WITH NOT
ADDING TO
YOUR LIST? 

Proceed to Action.*

*Also, add to your list to have a
conversation with Leadership

regarding the ask for the future.

YES

NO

FIND SOME TIME IN YOUR DAY

Give yourself
permission to place
it at the bottom of
your list. Mark it,

"revisit tomorrow." 


