
‎Inbox

‎Is this actionable?

‎Yes

‎One Step

‎What is the next step?

‎Can it be done in < 2min?

‎Yes

‎Do it

‎No

‎Delegate It ‎Defer it

‎Does it require a block of time > 60min to 

‎work?

‎Yes

‎Add it to your calendar

‎No

‎Give it a completion date

‎Multiple Steps

‎Decompose into next actions ‎Make a task to plan a project

‎No

‎Do you need it?

‎Yes

‎Will you review it for action later?

‎Yes

‎Ideas File (List)

‎No

‎Reference (Folder)

‎No

‎Trash


