Getting Things Done
Ch3and Ch 4



Ch 3. Getting Projects Creatively under way:
5 Phases of Planning

defines success, decision making criteriz

. ) [ mativates
Purpose = WHY, intention  Ask™yHY!" ———
1. Defining purpose and principles aligns resources

\ clarifies facus

s

[ Principles = houndaries of your plan e.q. standards of food, affordability, service
|

="\WHAT e.0. What the evening will look like

' " clear picture in your moind ofwhat success would ook, sound, and feel like

2. Outcarme visianing -
! v, thefocus we hold inour minds affects whatwe perceive and how we perform

Matural Planning Model |/ ) -
\T ' Clarifying Outcornes

e.n. What time, is it open tanite, will it be croveded, clothes to ware

|| 2. Brainstorm -
T Mindmapping to capture yourideas

| e.0. First call the resturant

ll'x 4. Qrganizing |
| \
| Detail to the required degree

[dentify the signficant pieces

_ kKey steps are: Sort by Cmponents, sequences, priarities

\ A, ldentifying next actions _en call to make reservation




Ch. 4 Getting

Started: Setting up the

time, space, and tools

Setting Aside the Time Create a block oftime to initalize this process

MHeed dedicated work space and in basket

Setting up the space | atleast a satellite home system identical to the one in your office

\_ daon't share the space

Paper Holding Trays Infout Basket, Work in Progress, Read and Review

Plain Paper capture and putting thoughts on one full size paper

|

FPostIts, Clips, Staplers, Tape, Rubber Bands

Electronics Labeler

Tools |

Setting up the tools |

Filing System
———

File Folders
Calendar

L WWastebasket! Recycle

within hands reach
[ one "alpha" System (A to )

Hawe lots of Fresh Folders

keep Drawer [ess than 304 full

_ Label file folders with auto labeler

Ger rid of Hanging Faolders, just let the folders stand




