Organizing Yourself
for Consistency KOMATSU

3 Actions in 3 Minutes

[J Physical workspace
Look at your personal work area. Remove three things that are completed, outdated, or no longer useful.

[ Digital workspace
Open your computer desktop or file folders. Move or archive three stale items that are cluttering your view.

[J Your capture point
Pick one place where every commitment will go from now on: a notebook, a task list, a notes app. If you already
have one, make sure it's always within arm'’s reach.

Build Your Daily System

At the start of everyday, | will:

At the end of everyday, | will:

Where do things fall thro



