3. Empty the buckets regularly
2. Process
1. Whatisit?
2. Isit Actionable? YES or NO
. No
1. Trash
2. Incubate

¢ someday/maybe list
o tickler file

3. Reference file
. Yes

1. What is the next action?
. Doit
. Delegate it
. Defer it
. Project (anything involving more

than one step to complete.
2. Actionable item tracking

o list of projects

¢ storage or files for projects

e calendar (time specific actions
[appointments] or information)

o list of reminders of next actions
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¢ a list of reminders of things you're
waiting for — periodic reviews

3. Organize the results

¢ Next Action: determine the very next thing
you need to move forward.

¢ Projects: for goals that take more than one
action step.

« Waiting: actions that can't be done yet.

¢ Someday/Maybe: list for ideas or long term
goals you're not working on yet.

« Context-sensitive lists: examples:
@PhoneCalls, @Computer, @Errands, @Home.

¢ Calendar: for time specific items only.

¢ Filing: File as you go for best results.

o Tickler: reminder system for future items.

Review the options
Do

¢ choose next actions according to:

. context

. time available

. energy available
. priority
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Weekly Review

1. Loose Papers - put in in-basket for
processing
2. Process Your Notes
3. Previous Calendar Data
. review for remaining items
Upcoming Calendar
Empty Your Head
- write down all new projects, action items,
etc.
Review "Projects”
- ensure that at least one start-up action is in
your system for each
Review "Next Actions" Lists
 Mark off completed actions & review for
further action steps
Review "Waiting For" List
o Check off received items & document
needed actions for any follow-up items
9. Review Checklists
10. Review "Someday/Maybe" List
» Check for any projects that are now active
and move them to "Projects.” Delete items
no longer of interest
11. Review "Pending" and Support Files
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- Browse through all work-in-progress
support material to trigger new actions,
completions, and waiting-fors

Making Action Choices — 3 Types of Work

1. predefined work
2. work as it shows up
3. defining work

Six Level Model for Reviewing Your Own Work

1. current actions
current projects
areas of responsibility
1-2 year goals
3-5 year vision
big picture view

Five Phases of Natural Planning Techniques

1. Purpose / Guiding Principles (Why are we
doing this?)

2. Mission / Vision / Goals / Sucessful
Outcome (What would wild success look,
sound, or feel like?)

3. Brainstorming (How would we accomplish
it?)
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