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Stuff

What is it?

Is it Actionable? No

Yes

What’s the next action?

Daily:

 • Calendar
 • Actions
 • Waiting For

Weekly:

 • Mind Sweep
 • Projects & Plans, Checklists
 • Calendar, Actions & Support
 • Someday/Maybe

Choosing Action:

 • Context
 • Time Available
 • Energy Available
 • Priority

Based on Getting Things Done by David Allen. (All rights Reserved by David Allen.) This diagram created for www.matthewcornell.org
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DO IT!

Daily:

 • Empty all In Boxes
 • One Item at a time
 • No skipping or Returning 
 • No Doing!

Evaluating Options:  
 • Predefined Work
 • As Work Appears 
 • Defining Work
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