Getting Things Done
Ch5and Ch 6



Ch 5. Collection
Corralling Your “Stuft”

know how much volume of stuff

Ready, Set.... "Gather' eventhing before you start "processing” | known where end oftunnel is

\ _ allin one place to faciliate processforganize

amything that doesnt helong whetre itis and put it into "In-Basket'

all oftools and gears that have no actions tied to them

Supplies  batteries, tapes, refills, et

4 categaries ofthings that can remain where they are Reference Material manuals, takeout menu, phonefaddress info

I Decoration pictures of family, artbwork, etc

\ Equipment phone, fax, computer, ete

-W{ witite a note an a piece of paperto represent it

ool
~— Wihat if an item is too higto goin the in-basket? | he sure to date ittoo

', \ _ great habit to date eventhing (postit notes, voicernails, phone calls notes

\ lssues about Collecting /e pile is tao big to fitinto the In-Basket?  create stacks around the in-basket, loor undermeath it

-

\_ Instant Dumping toss itiftrash

\ Be Careful ofthe Purge-and-Organize

collect anything else that may be residing in vour psychic RAM

\ Mental Gathering -
. write out each thought, each idea, each project on separate sheet of paper




Ch. 6 Processing
Getting “In” to Empty

doesnt mean actually doing all the actions and projects

Getting "INBOR" to ermipty

. means identifying each itern and deciding what it is, what it means, and what you're going to do with it

1. Trashed what you don't need

[ 2 Completed any <2min actions

After finished processing "in®, you will hawe: .~' 3. Delegate

". _ 4. sored into organizing system reminders of actions that require »=2min

a. identified any larger commitments (arojects) you now have

Frocess the top item first

Processing Guidelines | Process one itermn at a time

1 _ Mever put amything back inta "in®




Ch. 6 Processing
Getting “In” to Empty

When in doubt, throw it out

Trash | When in doubt, keep it

1 _ trustyourintution and be realistic about your space

Purpose: Getthe itmes off your mind right nove and let you feel confident that some reminder ofthe possible
action will resurface at an appropriate time

| nathing to do this now, but there might be later
- What ifthere is no action? | Iterm to incubate '

taking a hobby class, which you have O time for right now

Wirite them on a "Somedaywhavbe" List

\_ Solution -
. Putthem onyour calendar orin a "tickler filg"

[ potential useful info about projects and topics

Reference Material | ideally, have setup a woarkahle filing systern for vour reference and support info

\ _when come across material inin-basketiernail like to keep, file it
needs to be absolute next physical thing to do

[ 1.Dait  =Zmin

Am | the best person to be daoing it?

fl F
\ | |
) — it |-
\ ¥es Action | 2 Delegate it
e % Addthese items to "Waiting For" bucket to keep frack

. Record the date

o

if nat, hand it off to the appropriate party, in a systematic format

\ 3 Deferit o~
S Mewt Actions to doas soon as | can

Calendar to do at a specific time




