2 Minute Rule

What is the 2 Minute Rule?

The 2 Minute Rule is a simple yet effective
productivity principle popularized by David Allen
in his book "Getting Things Done." The rule
suggests that if you encounter a task that can be

e completed in two minutes or less, you should do
it immediately rather than postponing it

Use the 2 Minute Rule

1.ldentify the Task: As you go through your inbox, to-do list, or
whenever a new task arises, evaluate whether it can be
completed in two minutes or less.

2.Do It Now: If the task meets the criteria, do it immediately.
This could be anything from replying to an email, filing a

Bene'ﬁts Of the 2 Minute RUIe document, making a quick phone call, or jotting down a

reminder.
« Reduces Procrastination: By encouraging immediate action, the 2 3.Move On: Once the task is complete, move on to your next
Minute Rule can help prevent small tasks from piling up and task. The satisfaction of quickly completing a task can also
becoming overwhelming. provide a small boost in morale and productivity.

« Increases Efficiency: It often takes more time to review and plan to
do a task later than to just complete it straight away. The rule helps
in optimizing time management.

« Simplifies Decision Making: The rule offers a clear guideline for o o
when to act immediately, reducing the mental effort needed to U nderStand I ng the 2 M In Ute RUIe
decide what to do with each task.

« Improves Organization: Regularly clearing small tasks can lead to a
more organized work environment and a clearer mind, making it
easier to focus on more significant tasks.

The rationale behind the 2 Minute Rule is that the time it takes
to review, plan, and store the task for later often exceeds the
time it would take to just complete the task now. By
immediately handling these quick tasks, you reduce clutter in
your to-do list, decrease mental load, and increase the overall
efficiency of your workflow.

If you're in the middle of a more important, focused
task, it might be better to jot down the 2-minute task
to handle later to avoid breaking your concentration.
The key is to balance immediate action with
maintaining focus on your current priorities.
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~ ~  Pro Tip: Links:
- —  Set yourself up by having a System of Work Look into Mel Robbins 5-4-3-2-1 strategy to
- *~  that allows you to capture these 2 minute really get your procrastination under
tasks quickly and easily, then review and control.
§ execute them regularly.
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