
Is It 
Actionable?

Yes No

Done Under 2 
Minutes?

Yes No

Do It! Defer It! Delegate It!

Trash It!
File For 

Reference
File For Future 

Action

Task Project
Daily 

Maintanence

Schedule It!
(Calendar)

What's The Next 
Step?

Add To 
Checklist

Schedule It!
(Calendar)

Schedule It!
(Calendar)

Do It! Do It! Do It!

Repeat
Till

Complete

Assign Task w/ 
Deadline

Add Deadline 
To Calendar

Confirm 
Completion!

Live By 
Your 

Calendar!

Productivity Flow


