
C A P T U R E C O L L E C T

Is there an action 
worth doing?

Yes

Yes

What’s the next
physical action?

Master 
Actions List

• Work out what’s 
  a priority for next 
  week or next day
• Check up to date

Is it me next?

Is there also a 
wider project?

Projects List

• Generate next  
  physical actions
• Check up to date

Is there also a 
timed deadline?

Calendar

• Check behind and 
  ahead for actions
• Check up to date

Reference

Rubbish

Good Ideas
Park

Waiting For List

Chase
needed?

No

No

Notes from
meetings

Conversations

Nags
& ideas

Daily
checklist

CAPTURE
& COLLECT

ORGANISE

REVIEW

DO

Weekly
checklist

Phone

Any other places 
to capture 
+ collect from Paper

& post
Email

Daily
To-Do List
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