
DON'T DO IT!
Grab a coffee instead!

Is this task
 necessary?

Is this task
 necessary?

Will this take 5 minutes 
or less to complete?

Will I need to do this
 task again?

Will I need to do this
 task again?

Set up a process 
or automation.

Can you do this?   

Can you do this?   

Get 'er done!
Just do it now.

Delegate/Outsource!
Find the right person to do this 

and grab yourself  a coffee!

Add to Task Manager
Schedule the task to complete later.
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SHOULD I APPLY THE 'ONE TOUCH' RULE?
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INCOMING TASK SOURCE:

YES NO
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Do I Have Other 
Tasks For This Client?

NO

YES

YES

NO
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