ABCDE method of prioritising- Brian Tracy, extension of the Alan Lakein ABC method

If there is more than one "A" task on your list, use
numbers to ensure priority order. If possible, try to
keep your "A" list short, otherwise, you’ll just end up
with a usual list!

"B" tasks are important too, but they don’t have the
consequences and deadlines that "A" tasks do. You
should do these tasks only once you’ve completed
the "A" tasks. "C" tasks are nice to do but don’t have
any consequences if you don’t do them. Beware of
these tasks as they may be the distractors! "D" tasks
are the tasks that you can delegate to someone else
so that you can work on the more important "A"
tasks. Finally, "E" tasks are the tasks that really don’t
fit into the other categories. They’re the ones you
should remove from your list entirely.

IMPORTANT — URGENT
‘A’ TASKS

Focus on the high priority tasks with urgent
deadlines now (such as statutory visits and
meetings/assessments/recording)

IMPORTANT- NON-URGENT
‘B TASKS'

Schedule tasks that are important but that do
not have urgent deadlines (such as non-urgent
phone calls)

NOT IMPORTANT- NO DEADLINES or
CONSEQUENCES
‘C TASKS’

Tasks that are nice to do, but do not have
deadlines/and are not important
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NOT IMPORTANT- DELEGATE
‘D TASKS’

Assign tasks that need to be done but that can
be completed by somebody else (think multi-
agency working, can certain non-urgent
referrals be completed by a partner agency? Is
a partner agency best suited to complete a
particular intervention?)
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NOT IMPORTANT- DO NOT DO
‘E TASKS'

Anything that is distracting you from the
priority tasks (keep focus!)




