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3 Actions in 3 Minutes
Before you move on, do these three things. Three minutes, three quick wins.

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 Remove three things that are completed, outdated, or no longer useful.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.

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
Good organization comes from habits, not willpower. Come up with one or two habits to start and end your day
with to keep things from falling through the cracks.

At the start of everyday, I will:
Examples: Review my task list, check pending callbacks, scan emails for urgent items

At the end of everyday, I will:
Examples: Update my task list, capture anything unfinished, prep tomorrow’s priorities

Where do things fall through?
Think about the last time a commitment slipped: a callback you forgot, an order you lost track of. What
operational habit would have caught it?
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