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Ch 1: A New Practice for a New Reality

ho edges to most of our projects

day planner f ABC fto-do list not enough

| GoalsMalues gives direction to our work, however, too much distractions at the day-to-day [ hour-to-bour level
Problern | 1o focus an higher levels

haven't clarify exactly what outcome is

\_why things in our mind? | haven't decide what very next action is

\ _ hawven't put reminders of outcome and action in systern yvou trust

key to managing all of yuor "stuf® is managing your acitons

Managing Action

. lack oftime is not majorissue  real problem is lack of clarity and defintion about what a project really is and next action steps are

capture and arganize 100% of stuff, nat in mind

. dan't want to waste time to think about it again

Getting it all out of your head -
) v shortterm mermory have limited capacity, lots of distractions

' offload these disractions and clear roarmn for more




Ch. 2 5 Stages of Mastering Workflow

Capture EVERYTHIMG into a trusted source rather than in yaur head
' 1. Physical In-Bakset Trays

f | 20WWriting Paper and Pads
| Caollection Taals | 3. Electranic Maote Taking (PD&)

1. Collect ) L 4. Auditory Capture
' ' \_ 5. Email

'. 1. Getit all out of your head

\_Collection Success Factors | 2. Min# of collection buckets

_ 3. Emptythe buckets regularly

1. Trash Trash can or =Del= key

Mot Actiohabla 2. SomedayiMavbe - Mo action needed now, but something might need to be done later {incubatey  tickler file or calendar

_ 3. Reference - potentially useful info that might be needed for something later  @00d filing systemn

capture that outcome on a "Projects” list

Froject | there's still a open loop

2. Process i \ . . ) . o . . .
F — / L Weekly review of the listwill bring this itern back as something that's still outstanding
\_ Actionable | ves  Doitnow
| ] Delegate it
| Mext Action Take =2min? | —
—_ —’ Mo Defer i defer acting an it until later, track it on "next actions" list
Y, eferit -

. Calendar (to do at a specific time)




Ch. 2 5 Stages of Mastering Workflow

Frojects - results that requires mare than one action step

Time specific actions  appointments
i.e. Promise to call Mioko on Friday

Day specific actions

Calendar )
% Dayspecific information

Calendar should be scared, ifwrite something there, must gt done that day or not at all.

things yau want to know about on a specific day

Mlext Action |

M

any =2min non-delegatable action need to be tracked here

[ | NextAction Lists -
. subdivided into cateogries such as (Calls, Errands, PC, Home, Work)

Trash

usefulfinspiring to maintain an ongaing lists of things want to do at some paint but not now

i.e. Learn Spanish, Learn Phatoshop, ete

f
|
3. Qrganize _.f

' f CDs lwant

'_ [ _ SomedayiMayhe |" Yideos to rent

\ | Incubation | \_ subcategories /' Books to read
\_Mon-actionable tems | \ ' \
[ Weekend trips to take

Things to do with famiy
systemn that allows you to almost liternally mail something to yourself, for receipt on some designated day

\_"Tickler" File -
' . Qrcanuse Calendar

Paper based material  filing gystems

' Reference Materials - _
. Electronic storage




Ch. 2 5 Stages of Mastering Workflow

need to review whale picture of life and work at appropriate intervals and appropriate levels 100k at all of outstanding projects, open loops anwekly haiss

0. Have "Froject’ list, Calendar, "Mext Action” lists, and "Waiting For* lists

s

1. Check Calendar: remind you “hard landscape” for the day things will die ifyou don't do them

VWhat to reviewwhen | 2. MextAction List these hold the inventory of predefined actions that you can take on ifyou have discretionary
i time during the day

4. Revi I 3. Projectstaiting ForrSomedawaybe lists: need to be reviewed only a5 often as you think they have to be in
o4 Review |

order to stop you from swondering about them

\

"Projects”, "Mext Actions”, "Agendas”, "Waiting For”, "SomedayMaybe" lists should be reviewed ance a weelk

dather and process all of vour stuff

| Weekly Review | o [ review your system
o wveekly Review is time to;
) b Update your list

det clean, clear, current, and complete




Ch. 2 5 Stages of Mastering Workflow

1. Context
[ 2 Tirme Available
1. 4 criteria madel for choosing actions in the mament -
- b 3. Energy Available

\_ 4. Priority

Doing Predefined work werking off from “Mext Action” lists

. 2. The Threefold model for evaluating daily work | Doing work: as it shows up

V6. Do)/ ' Defining your work

—

Fumaay: Current Actions

/ 10,000 feet: current projects

\ 20,000 feet: Area of responsibility
' 3. 6 Level Model for Reviewing your own wark |-

30,000 feet: 1 to 2 year goals

I~
| 40,000 feet: 3 to 5 year vision
' 60,000 feet: Life




