Getting Things Done
Ch 7: Organizing
Ch 8 : Reviewing



Ch 7 — Organizing

Setting up the right buckets

"Project’ List

Froject support material

Calendar actions and information

7 primary types for organization /| "Mext Actions” Lists
\[ _ "Waiting For" lists

Feference Material

[ ' "SomedayMaybe” List

| Lists to keep track of "projects”, "somedaywmaybes", "actions"

| | Folders (digital or paper-hased) to hold "reference material' and "supporting info" for active projects

Allyou need is Lists and Folders | many people write stuff down on a list already but attemnpted 1o priotitze atthe same time === frustrated
| i

\ _ priorize more intuitively as vou see the whale list, against guite a number of shifting variables

listis just away to keep track of total inventory of active things you have made a commitment




Ch 7 — Organizing
Setting up the right buckets

f Actions that go on your calendar j'_ Meed to trust calendar as sacared territory === Qnly absalutely HAYE to get done on that day

|| Organizing Action Reminders |

most people (old habits of daily to-da list) put actions on the calendar that they think they'd really like to get
done next Manday, hutthen have to be taken over ta the fallowing day

. Calendar is for MUST done, left overs on the action list are "as soon a5 possible” orwhenever have time apen

phone calls

"CALLS" [ use little windows of tirme when traveling, waiting, etc

_ take the tirme towrite phone number beside each item

online check emails, research

"At Computert o _ .
4 Dffline dant need internet connections

"Errands" group the tasks when you know you need to get inyour car and go somewhere

Qrganizing As-Soon-As-Possible Actions by context |~

[ "at Office
around the home projects
"At Home" -
7 personal projects
"Agendas” ligt for each meetingiperson
actually want to read when you hawve time or elze go into Reference Materials
"ReadiFeview"

{ T Travelwith a folder with "ReadiReview" === rip pages off from magazines (Rip and Read;

"Waiting For revews that list as often as needed to see iftaking an action is needed
@ Action

Folders | @wWaiting For
| _ @different Archived folders

Managing E-mails get ewverthing out of yaur email in-basket

\ . . Delete whatewer you can
L Getting Email "In" to "Empty" -
’ . Fepltake action to those <2rmin

=2min === file under"@Action"




Ch 7 — Organizing
Setting up the right buckets

|' projects = every committnent or desired autcame that may require more than 1 action step to complete

{ reviewe the project list at least once aweek to ensure that you have action steps defined far all of the projects,
l' nothing slips thru the cracks

.' Organizing Projet Reminders |~ _ : :
y doesn't matter how many different lists of projects Fsubfolders you have, as long as you [ook atthe contents of
. I all ofthern as often as need

. Project Support Materials resource to supportyour actions and thinking about wour projects

General referance filing - paper and email  alphabetized

Reference Materials | Large Category Filing  anytopic that reguires =50 file folders should be given its own section or drawer

Qrganizing Monactionable Data o~

|, Rolodexes and Contact Managers keep track of contact information

SomedavMaybes use alist ortrigger therm onyour calendar orin a paper based "tickler system

Persanal Affirmations

\ CheckLlists | Travel Checklists

1 _ Weekly Review (eventhing to review andior update on 2 weekly hasis)




Ch. 8 — Reviewing

Keeping your system functional

as much time as need to feel comfortable ahout what you are doing

How much time to spend to look at yvour system? -
¢ v take fewy brief moments here and there to access your systern for Mext Action lists and reminders

What to look at, When? |

Looking atyour Calendars first  time specific commitrments

... then yaour Action lists ifin office, ook at list of calls, computer actions, in office things to do

capture, reevaluate, reprocess time to keep yaou in balance

Power ofYWeekly Reviewr | dedicated time to look at project level

_ time to regroup &t 10,000 feet [evel

whatever you need to do to get your head empty again

[ Going thru the & phases of workflow management - collecting, processing, organizing, and reviewing all of
| | wour outstanding involverments

Loose Papers puttherm into the Inhox for processing (receipts, business cards, etc)

reviewy any journal entries, meeting notes, ar misc notes
|| Processyour notes - . ] ]
. file any reference notesfimaterials and stage your "Read/Review” Materials

Previous Calendar Data review past calendar dates in detail for rermaining action items, reference info

look at future calendar events

| Upcoming Calendar -
- . capture actions about arrangermnts and preparation far any upcoming events

Empty Your head put them into appropriate categories === any new projects, action items, waiting for, ..
. Updating vnursvstem_-' Yihat is the YWeekly Review? |~
| \ Review "Projects” Lists -

evaluate status of projects, goals, and outcaomes one by one

. ensure that critical tasks are inyour MNesxt Action list




Ch. 8 — Reviewing
Keeping your system functional

Empty Your head putthem into appropriate categories === any new projects, action items, waiting for,

. Updating ynursystemf Yihat is the Weekly Review? §/
1 | Review "Projects” Lists -
) . Bnsure that critical tasks are inyour Mext Action list

evaluate status of projects, goals, and outcomes one by one

mark off completed anes

Feview "Mext Action” Lists -
’ . rewiewy for reminders of further action steps to capture

. Review "Waiting For' Lists record appropriate ations for any needed follow-ups

l'.-. Review any relevant Checklists

|\ Review SomedayMaybe List  check for any projects that may have hecome active and transfer therm to "Projects’

|, Review "Pending" and Suppon Files

| \ Tirme to write Weekly to capture accomplishment far the week and tap 3 priorites for next week
| Welton's notes -

. Time to align with your goals

block out 2 hours early every Friday afternoon for review

| The right tirme and place for reviesy | still enowgh time to follow-up on items at wark

\_ nhothing on your mind far the weekend, lower stress

) . ) clarify larger outcomes, long-term goals, vision and principles, mission
The "Bigger Picture" Reviews -~
’ . &0,000 1




