
Objective Pattern(s) 
task. Strike When You Are Hot 

You have an important 
task. 

Contiguous Time Blocks, Single-
Task Important Items, Put It Off 

You have many small 
tasks. 

Batch the Simple Stuff, Task Jar 

You need to make 
progress. 

Batch the Simple Stuff, Task Jar, 
Strike When You Are Hot, Delegate, 
Drop Unimportant Tasks 

You do not know which 
task to work on first 

Prioritize 

You have unimportant 
tasks 

Prioritize, Delegate, Drop 
Unimportant Tasks, Good Enough 
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