	The ABCDE To Do List 

	A = Must Do

A-1 … 

A-2 … 

A-3 … 



	B = Should Do

B-1 … 

B-2 … 

B-3 …



	C = Nice to Do, But … 

C-1 … 

C-2 … 

C-3 …



	D = Delegate



	E = Eliminate 



	*
If you have more than one A task activity, then list them as A-1, A-2, A-3, etc.


