
DELETE Someday
Maybe

NO

What is the very
next action?

YES

DELEGATE ITDO IT 
If it can be done in 
2 minutes or less

DELEGATE 
In writing with detail
With due date
With all info
Track in Waiting For

DEFER IT

Is it a project?

Is it actionable?

What is this?

Reference

Outlook

Thought Process
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Deciding
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YES

Tasks

Project
Plan

Calendar

TM

• Email folders
• Notes
• Contacts
• Paper files

Email
VoiceMail

In/OutTray

NoteTakingDevice


