	
	
	



C) The 4D Strategy– Reading Worksheet
Adapted from: Rossingol, N. (2022). 4D Strategy of Time Management Explained. Available at: https://www.pmcolumn.com/4-ds-of-time-management/(Accessed: 2 October 2024). 
Pre-reading: (discuss with your group before reading)
1) When you look at a long task list, how do you usually decide what to do first?
Vocabulary check:
Delegate: to give a task to someone else to do
Defer: to delay a task or action until later
Procrastinate : delay or postpone action; put off doing something
Optimise: to improve something so it works better
Workflow: the sequence of steps or tasks you follow to complete a job or process.

The 4D Strategy 
What are the 4 D’s of time management?
The 4D Strategy is a system developed to help set priorities and optimise work processes, filtering tasks and focusing on those that are really important and urgent. 
Though this system has been used for years, it is hard to say who created the 4D Strategy. It originated from the Eisenhower Matrix – a simple grid consisting of two axes that represent the degrees of importance and urgency. The 4D Strategy is based on this matrix but adds more meaning to it.
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The 4D Strategy stands for:
Drop (“delete” or “dump”): Eliminate tasks that are not necessary or do not add value.
Example: Unsubscribe from irrelevant emails or decline non-essential meetings.
Delay: (“defer”) Postpone tasks that are important but not urgent, scheduling them for later.
Example: Deciding to set aside time next week to meet with a professor to discuss future research opportunities, rather than trying to squeese it in during a busy week of exams.
Delegate: Assign tasks to someone else if they can be done by another person.
Example: Asking a classmate to design the slides for a group presentation while you write the speaker notes/script for the whole group.
Do: Complete tasks that are both urgent and important immediately.
Example: Studying for a midterm test or quiz that is scheduled for tomorrow or submitting an assignment due at midnight tonight.
Pros and Cons of the 4D Strategy
Like any time management system, the 4D Strategy has both advantages and disadvantages.
Pros:
· Reduces feeling overwhelmed: By deciding quickly what to do, what to delay, and what to drop, your to-do list feels more manageable.
· Easy to use: You don’t need special tools—just a notebook, planner, or app to track tasks.
· Improves decision-making: Practising the 4Ds helps you make faster, clearer choices about what really matters and improves planning skills over time.
Cons:
· Unexpected tasks can disrupt plans: Sometimes urgent or last-minute tasks appear, making it hard to stick to your decisions.
· Heavy workloads make decisions harder: When there are many urgent tasks, it can be stressful to decide what to do first and what to delay or delegate.
· Requires some self-discipline: You need to honestly decide which tasks to drop or delegate, which can feel tricky at first.
How to Apply the 4D Strategy of Time Management
· Set a clear goal first.
· List tasks for the month, week, and day.
· Each morning, go through your tasks and decide which to Do, Delay, Delegate, or Drop.
· Stick to your plan, but be ready to adjust if urgent things come up.
· With practice, it becomes easier and faster to sort tasks and manage your day effectively.
This process may feel difficult at first because it means changing old habits. You might think sorting tasks takes too long. With practice, it gets easier, and you’ll learn to see how you work and make faster decisions.










Questions to answer with your Expert group about the article:
1. What is the 4D Strategy used for?


 2. What do the four Ds mean? Give a brief explanation of each
 

3. Give one example (from the text of a task) you would Drop or Delay.


4. According to the text, what are two good things about using the 4D Strategy and one problem with it?

5. How does the text suggest you should use the 4D Strategy each day?

6. [not in article, discussion question IF time] Do you think the 4D Strategy would work better for study tasks, work tasks, or both? Why?
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