
Making It All 
Work! (for me)

Mastering Workflow

Capture

Capture anything and everything that 
has your attention in leakproof external 
"buckets" (in-baskets, email, note-
books, voice mail, etc.) - get them out 
of your short-term memory. (Use the 
Incompletions Trigger Lists to keep 
yourself "downloaded.")
Have as few of these collectors as you 
can, and as many as you need.
Empty them regularly, by processing 
and organizing (below).

Clarify

Process the items you have collected (DECIDE 
what each thing MEAN, specifically).
It it is not actionable - toss it, "tickle" it for 
possible later action, or file is as reference.
If it is actionable - decide the very next physical 
action, which you do (if less that 2 minutes), 
delegate (and track on "waiting for" list), or 
defer (put on an action reminder list or in an 
action folder).  It one action will not close the 
loop, then identify the commitment as a "project" 
and put it on a reminder list of projects.

Organize 

Group the results of processing your 
input into appropriately retrievable and 
reviewable categories.  The four key 
action categories:

Projects - projects you have a 
commitment to finish
Calendar - actions that must occur on 
a specific day or time
Next Actions - actions to be done as 
soon as possible
Waiting For - projects and actions 
others are supposed to be doing, 
which you care about

Add sub-categories of these list if it 
makes them easier to use.
Add lists of longer horizon goals and 
values that influence you.
Add checklists that may be useful as needed.
Maintain a general reference filing system for 
information and materials that have no action, but 
which need to be retrievable.
Maintain an "on-hold" system for trigger os 
possible actions at later dates (someday/
maybe lists, calendar, tickler).
Maintain support information files for 
projects as needed (can be kept in 
reference system or in pending area).

Reflect

Review calendar and action lists daily (or 
whenever you could possibly do any of them).
Conduct a customized weekly review 
to get them clean, get current, and get 
creative (see Weekly Review).
Review the longer-horizon lists of 
goals, values, and visions as often as 
required to keep your project list 
complete and current.

Engage

Make choices about your actions based upon 
what you can to (context), how much time you 
have, how much energy you have, and then 
your priorities.

Stay flexible by maintaining a "total life" 
action reminder system, always 
accessible for review, trusting your 
intuition in moment-to-moment 
decision-making.

Remember the 3-Fold Nature of Work and choose to:

Do work you have previously defined or
Do ad hoc work or
Take time to define your work (you 
must sufficiently process and organize 
to trust your evaluation of the priority of 
the ad how work).

Natural Planning

Purpose/Guiding 
Principles

Why is this being done?  
Would would "on pur-
pose" really mean?
What are the key stan-
dards to hold in making 
decision and acting on 
this project?  What rules 
do we play by?
The purpose and princi-
ples are he guiding 
criteria for making 
decision on the project.

Mission/Vision/Goal/
Successful Outcome

What would it be like if it 
were totally successful?  
How would I know?
What would that success 
look or feel like for each of 
the parties with and interest?

Brainstorming

What are all the things that occur 
to me about his?  What is the 
current reality?  What do I know?  
What do I not know?  What ought 
I consider?  What haven't I 
considered? etc. (see Project 
Planning Trigger List).
Be complete, open, nonjudgmental, 
and resist critical analysis.
View from all sides.
Subtopic

Organizing

Identify components (sub-projects), 
sequences, and/or priorities.
What needs to happen to make 
the whole thing happen?
Create outlines, bulleted lists, or 
organizing charts, as needed for 
review and control.

Next Actions

If more planning is required, 
determine the next action to 
get that to happen.

Strategy

Purpose / Guiding 
Principles

Why are we doing this 
and what are the 
critical behaviors?

Vision

Where do we want to be?  
Long-term outcomes?  
Ideal scenarios?

Goals / Objectives

What needs to be accom-
plished in the next 12-24 
months to make the vision 
happen?

Area of Focus and 
Responsibility

Maintain all key work areas 
to maintain a functioning 
system to meet our goals 
and vision

Projects

Outcomes that must 
be achieved

Runway Actions

Next actions that 
move all of those 
elements forward with 
consistent progress.
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