GTD on ODR
 
The Books
· Getting Things Done by David Allen (A new edition, the first in years will be out in 3-4 months)
· The Organized Mind
The Philosophy
A clear mind eliminates stress and allows creativity, so…
Capture all the things that need to get done into a logical and trusted system outside of your head and off your mind, and…
Discipline yourself to make decisions about all the inputs you let into your life, so that you will always have a plan for next actions that you can implement or renegotiate at any moment
(altered from Mindzone Wiki)
Problems with the Book
1. Mindset of the Author
2. Based on an erstwhile paper-based world
3. Can be read as Dogma
The Steps of GTD
Collect/Process/Organize/Review/Do
1. Collection/Universal Capture
· Index Cards
· Drafts for IOS
Inbox(es)
· Email
· Paper Landing Station (The Traditional/Actual Inbox)
· Pocket for Web and IOS
· 
2. Process
What is it?
Is it an action, spam, or something non-actionable you want to keep?
Action Processing
· Decide if you want to Do it, Don’t do it, Delegate it, or Put it in your system
· Is it a project?
· What is the physical next action that must occur to bring you 1 step closer to completion
Non-Action Processing
Reference--Notion
PKM--Logseq
Next Actions & Projects
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Reference Processing
Things you just want to keep or references for actions
Eliminate Paper!
· Evernote
· Scansnap Scanner (this item will change your life)

 
3. Organize-If you are not doing it right now, put it in the system
To Do System
· NirvanaHQ or Omnifocus
· GCal with Fantastical
· Add all reference material as links in your system
Calendar
Only things that absolutely must happen at this date/time
Reference Storage
PKM Storage

Lists on Task Management System
[image: nirvana lists]
Next Actions
Projects-More than 2 actions, Stand-Alone Complex: “Do X for YYYY”
Someday/Maybe
Waiting
Scheduled/Future

Especially important to have a someday/maybe list, a waiting list, and have a thorough understanding of scheduled events.
4. Review
Daily
1. Try to process all email
2. Kill all paper
3. Clean off Desktop
4. Look at Calendar
5. Look at Focus and Inbox
6. Make a To-Do Card
7. Pack for next day
8. Set Alarms for EVERYTHING THAT IS TIMED
[image: to-do-card]
Weekly
(this list is from Mindzone wiki)
1. Loose Papers 
· business cards, receipts, etc. – put in in basket for processing
2. Process Your Notes
3. Previous Calendar Data 
· review for remaining action items, reference information, etc.
4. Upcoming Calendar
5. Empty Your Head 
· write down any new projects, action items, etc.
6. Review “Projects” (and Larger Outcome) Lists 
· ensure that at least one kick-start action is in your system for each
7. Review “Next Actions” Lists 
· Mark off completed actions & review for reminders of further action steps to capture
8. Review “Waiting For” List 
· Records appropriate actions for any needed follow-up & check off received items
9. Review Any Relevant Checklists
10. Review “Someday/Maybe” List 
· Check for any projects that may have become active and transfer them to “Projects” & delete items no longer of interest
11. Review “Pending” and Support Files 
· Browse through all work-in-progress support material to trigger new actions, completions, and waiting-fors
Quarterly
Higher Level Goals and a super-thorough version of weekly review
Yearly
Vision, Life, Clean Out All Files, Am I going in the right direction?
Family Meeting
5. Doing
Happens naturally if you use the method above. However, I alter the canonical method with my daily to-do card and the focus section of nirvana
Daily Bricks

The Initial Dump (this comes first, but is being discussed last)
· Incompletion Trigger List
You will fall off the wagon
Not a problem, redo the initial dump and start up again

What is Important?
Petrie Triangle
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Matt Davella’s Yes? Checklist
Here’s mine if you want to use or edit it for yourself… Should I Say Yes?
Does it excite the hell out of me?
Would I do this regardless of money?
What will I have to give up to do this?
Will it contribute beyond myself?
Will I grow from this experience?
Will I regret not doing it?

Outcome, Purpose, Actions from Carl Pullein


Subconscious Cognitive Bandwidth
It is not the time, it is the weight
Checklists
If anything you do is:
1. Fiddly &
2. Infrequent
Make a checklist
Directly Responsible Person (DRI)
Who is the the DRI directly responsible individual from Jobs/Apple
Problem for Future Homer
Why we don’t care about our future selves
Vodka and Mayo


Failed Productivity
Shawn Blanc’s 4 Horseman of Productivity Apocalypse
Busywork
From lack of clarity—what matters now
Reactive Work
Not in control of your day/life
Schedule What Matters!!!!
Time Blocking


Procrastination
Waiting until last minute
Things slip and get missed
Only urgent burning houses get done
Solve it by accountability
Put it on the calendar (artificial deadlines)
Build your personal integrity
Schedule/timeblock

Burnout
Lack of Reflection
Not celebrating


Goals
Habits
Ownership Matrix

Failure to Execute

Roles to Core Values to Legacy to Life Vision/Mission Map

Vision
Strategy
Habits
Margin
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