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What balls do .

o

you have up in
the air? —
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After | write this essay |
need to remember to pay
my gas bill... oh and |
musn’t forget to write
that audit report... and

call Mum...
\

Damn it! Now |
have forgotten
what | was going

to write next!
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A reliable system can incr. )CUS & PRODUCTIVITY







Summary
i

M -Empty Your Mind
H -Clear Your Inbox

Step -Get Thmgs Done
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: Coenpore to FOCUSfactor® &

Supports and Maintains
Memory, Concentration
and Focus

DIETARY SUPPLEMENT 60 Tobles |
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QI Whatiisiit?

@2 SHtFACTIONABLE?

Action






STEP

Q3. What is the NEXi
ACTION?

| box

Q4. Do | need/toldalit
myself?

Q5. Does it:takellessithan

2 minutes? Action



Step

Takes more than'2
minutes?

-

Work through these NEX
ACTIONS whenever you h

bit of working time ~ ACTIONLIST






Outcome/Goals







e Calendar

e Next Action List
e \Waiting For List
* Inbox

e Projects
e Someday/Maybe
~* Mind Sweep
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in your INBOX

() I\

CALENDAR

with due dates



Summary
i

M -Empty Your Mind
H -Clear Your Inbox

Step -Get Thmgs Done







s What comes nhext?



'; o ain Balance
ep 5 |

aint
T e
Step/G] e Achieve Independence

M eDevelop Interdependence






