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Do First J>

Do Next />

Done

A simple fool to help reduce overload and keep tasks organised.
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Urgent, flme-sensﬂwe or
small-but-important tasks
that need your attention
today or very soon.

This is your active list.
Review it at the start of
each day.

Tasks that are shH important
but not urgent right now.

Often blocked by something
else (waiting on info, someone
else's reply, or more time).

Review regularly to decide if
any should move inte 'Do
First'.

This bucket i{:or*
anything that's been fully
completed. No action
needed.

Just a record so your
brain knows it's safe to
forget.
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Do First

Book, in key appointiments
Request re'pﬁ-:'.f prescriptions
Refurn imporfant call

Follow up with manager

Gu\del\nes

Do Next

Awaiting oppointment details
Follow-up tasks affer a reply

Planning next steps -
Admin backlog

e

Done
J Form submitted
 Email sent
+ Task confirmed and closed

I-_very“rhmg should a1way5 live in one of these three buckets.
. om}r move a task when its status genumel\}r changea
. Keep the 5*{5’rem ma‘]ble——paper. whiteboard, or digﬁml plarmer.

- - Don't avermmpllcme it
- "Can | do this now?"
. | yes — Do First.
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