
\\ next actions @ work 

“stuff”

what is it?

is it 
actionable?

what is the
next action?

Do it.
if an action will take less 
than two minutes, it should 
be done at the moment 
it is defined.

Delegate it.
If the action will take 
longer than two minutes, 
ask: Am i the right person to 
do this? if the answer is no, 
delegate it to the appropri-
ate entity.

defer it.
If the action will take lon-
ger than two minutes, and 
you are the right person to 
do it, track it on the next-
actions list or calender.

call
buy

purge
print

load
organize
fill out

look into 
(web)
take
draft

review
find

gather
email

next- action
verbs

☑ p-id next action
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐



next actions @ work //

call
buy

purge
print

load
organize
fill out

look into 
(web)
take
draft

review
find

gather
email

next- action
verbs

☑ p-id next action
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐



☑ p-id next action
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐

\\ next actions @ home

“stuff”

what is it?

is it 
actionable?

what is the
next action?

Do it.
if an action will take less 
than two minutes, it should 
be done at the moment 
it is defined.

Delegate it.
If the action will take 
longer than two minutes, 
ask: Am i the right person to 
do this? if the answer is no, 
delegate it to the appropri-
ate entity.

defer it.
If the action will take lon-
ger than two minutes, and 
you are the right person to 
do it, track it on the next-
actions list or calender.
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