True commitment is when you eliminate all other alternatives

The ABCDE Method

Hey there! Have you heard of the ABCD method for prioritizing tasks? It's a great technique that can
help you focus on the most important tasks that will yield the most significant results. Here's how it
works:

The ABCD method involves categorizing your tasks into four groups: A, B, C, and D. Tasks in the A
group are the most important and urgent, while tasks in the D group are the least important and can
be put off until later.

Here's how you can categorize your tasks:

A - Tasks that are both urgent and important. These tasks require your immediate attention and
should be done as soon as possible.

B - Tasks that are important but not urgent. These tasks should be done after you've completed
your A tasks.

C - Tasks that are urgent but not important. These tasks can often be delegated to someone else or
put off until later.

D - Tasks that are neither urgent nor important. These tasks should be eliminated or delegated if
possible.

By categorizing your tasks using the ABCD method, you can prioritize your time and focus on the
most important tasks that will yield the most significant results. Give it a try and see how it works for
you!

Fill out the fields below.

Date:

Goals for Today:




Task List for Today:

(Write down all the tasks you have for today.)

Task Prioritization:

A Tasks:(Tasks that are most important and must be done today.)

B Tasks: (Tasks that are important but not as critical as 'A' tasks. They should be done only
after 'A' tasks.)




C Tasks: (Tasks that are nice to do but aren't urgent or particularly important. These can be
done if there's extra time after 'A' and 'B' tasks.)

D Tasks: (Tasks that can be delegated to someone else.)

E Tasks: (Tasks that can be eliminated, and it won't make a significant difference.)

Reflections for Today:

Most Significant Achievement:

Lessons Learned:




How | Could Improve Tomorrow:

Tasks Moved to Tomorrow:(List any tasks you couldn't complete today and need to tackle

tomorrow.)

1.

2.

3.

End of Day Summary:

(Write a brief summary of how your day went, focusing on your achievements, challenges
faced, and insights gained.)

You can print multiple copies of this structure for each day or even create a digital version
that you can fill in on your computer or tablet. This method will help you focus on your most
important tasks, making your days more productive and organized!



