4D Strategy Answer Sheet
1. What is the 4D Strategy used for?
It is used to help people manage their time and tasks by deciding what is most important and urgent, reducing overwhelm, and focusing on the right work.
2. What do the four Ds mean? Give a brief explanation of each
· Drop (Delete/Dump): Remove tasks that are not necessary or do not add value.
· Delay: Do the task later because it is important but not urgent.
· Delegate: Give the task to someone else if they are able to do it.
· Do: Complete the task immediately because it is both important and urgent.
3. Give one example (from the text of a task) you would Drop or Delay.
Drop:
Unsubscribing from irrelevant emails
Declining non-essential meetings
Delay:
Scheduling a meeting with a professor for next week instead of during exams
4. According to the text, what are two good things about using the 4D Strategy and one problem with it?
Advantages (any two):
· Helps reduce feelings of being overwhelmed
· Does not require special tools
· Improves decision-making and organisation skills
Disadvantages (any one):
· Unexpected events can make it difficult to use
· Heavy workloads with many deadlines reduce flexibility
· Limited control over tasks set by others
5. How does the text suggest you should use the 4D Strategy each day?
Students should:
· Set a clear goal
· Make task lists for the month, week, and day
· Each day, decide which tasks to Drop, Delay, Delegate, or Do
· Practice the 4D strategy regularly, even if it feels difficult at first
6. [not in article, discussion question] Do you think the 4D Strategy would work better for study tasks, work tasks, or both? Why?
Possible student answers may include:
 
· It works well for study tasks because students can choose how and when to study.
· It works better for work tasks when responsibilities can be shared or delegated.
· It works for both, but needs adapting depending on deadlines and control.
· It may be harder to use when tasks are fixed by lecturers or supervisors.

