
Stuff

What is it?

Do I need to do something with it?

NoYes

What now?

Trash

Someday File

Reference File

What’s next?

Will it take less than 2 minutes?

Yes No

Do it now...unless Does it 
need to be done
at a specific time?

Yes No

Add to your calendar Add to Next Action List

Adapted from David Allen’s
Getting Things Done 
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