
4-Step Task Prioritization
Template

Use this template to identify the highest-impact tasks to delegate first. Complete each 
section in order, then use the results to build your delegation roadmap.

STEP 1: Value-Time Matrix Analysis

List all your regular tasks below and categorize them:

High-Value, High-Time Tasks

Strategic activities that deliver significant ROI but consume substantial time

1. ______________________________________________________________________________

2. ______________________________________________________________________________

3. ______________________________________________________________________________

4. ______________________________________________________________________________

5. ______________________________________________________________________________

High-Value, Low-Time Tasks

Strategic activities that deliver significant ROI but consume substantial time



1. ______________________________________________________________________________

2. ______________________________________________________________________________

3. ______________________________________________________________________________

4. ______________________________________________________________________________

5. ______________________________________________________________________________

Low-Value, HIgh-Time Tasks

Strategic activities that deliver significant ROI but consume substantial time

1. ______________________________________________________________________________

2. ______________________________________________________________________________

3. ______________________________________________________________________________

4. ______________________________________________________________________________

5. ______________________________________________________________________________

Low-Value, Low-Time Tasks

Strategic activities that deliver significant ROI but consume substantial time

1. ______________________________________________________________________________

2. ______________________________________________________________________________

3. ______________________________________________________________________________



4. ______________________________________________________________________________

5. ______________________________________________________________________________

STEP 2: The $10/100/1000 Filter

Assign each task from your matrix a dollar value:

$10 USD Tasks

Administrative, repetitive tasks - Delegate immediately

1. ______________________________________________________________________________

2. ______________________________________________________________________________

3. ______________________________________________________________________________

4. ______________________________________________________________________________

5. ______________________________________________________________________________

$100 USD Tasks

Operational, management tasks - Create systems to delegate

1. ______________________________________________________________________________

2. ______________________________________________________________________________

3. ______________________________________________________________________________

4. ______________________________________________________________________________



5. ______________________________________________________________________________

$1000 USD Tasks

Strategic, relationship-building, visionary tasks - Keep & optimize

1. ______________________________________________________________________________

2. ______________________________________________________________________________

3. ______________________________________________________________________________

4. ______________________________________________________________________________

5. ______________________________________________________________________________

STEP 3: The Expertise Scale

Rate each task on a scale of 1-10:

1 = Anyone with basic training could do this

10 = Only you, with your unique expertise, can perform this



Rate Task Time Required Weekly Current Value

STEP 4: Delegation Roadmap

Based on your analysis above, sort your tasks into these categories:

Immediate Delegation

Tasks rated 5 or below on expertise scale, Low-Value/High-Time, $10/hr tasks

1. ______________________________________________________________________________

2. ______________________________________________________________________________

3. ______________________________________________________________________________

4. ______________________________________________________________________________

5. ______________________________________________________________________________



Training Required

Tasks rated 5-7 on expertise scale, could be delegated with proper documentation

1. ______________________________________________________________________________

2. ______________________________________________________________________________

3. ______________________________________________________________________________

4. ______________________________________________________________________________

5. ______________________________________________________________________________

Keep & Optimize

Tasks rated 8-10 on expertise scale, High-Value, $1000/hr tasks

1. ______________________________________________________________________________

2. ______________________________________________________________________________

3. ______________________________________________________________________________

4. ______________________________________________________________________________

5. ______________________________________________________________________________

Eliminate Entirely

Low-Value/Low-Time tasks that don't contribute to growth

1. ______________________________________________________________________________



1. 
2. 
3. 

2. ______________________________________________________________________________

3. ______________________________________________________________________________

4. ______________________________________________________________________________

5. ______________________________________________________________________________

Your Total Delegation Opportunity

Total weekly hours identified for delegation: _____ hours

Estimated annual value of reclaimed time: $_______ (Multiply weekly hours by your hourly rate, 
then by 50 weeks)

Top 3 high-impact activities you'll focus on with your reclaimed time:

1. ______________________________________________________________________________

2. ______________________________________________________________________________

3. ______________________________________________________________________________

4. ______________________________________________________________________________

5. ______________________________________________________________________________

Next Steps:

Book your free 30-minute Delegation Strategy Session
Bring this completed template to your session
Get your personalized VA matching and implementation plan

https://calendly.com/thereistalent/30min?month=2025-03



