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Overview 

This book describes very specific methodologies to 
declutter your life, resulting in a streamlined, 
organized workspace both physically and mentally. It 
lays out precisely how to handle clutter by organizing 
things into lists such as Someday tems or Action
Reminders The systems described here are meant to 
clear up all the open loops in your mind that are
weighing you down. Closing these open loops will 
allow you to be free to focus on what truly matters. 

“Can we really use this information in ways that allow us
to produce what we want to happen with less effort? 

The answer is a resounding yes.” 

Chapter 1. A New Practice for a New Reality 

“It’s possible for a person to have an overwhelming 
number of things to do and still function productively 

with a clear head and a sense of relaxed control.” 

Many workers feel as though they are doing more than 
ever before yet are still falling behind. Technology is 
advancing faster than natural exposure to new skills 
can keep up with. This dilemma can be remedied by 
training ourselves to work productively under stress by 
consciously putting our minds in the one  

We must (1) collect all that is on our minds, (2) clarify 
what we want to do, (3) have a commitment to be 
focused, and then (4) make reminders to take the next 
step towards completing that commitment. By 
collecting what is on our minds open loops we can
be free to relax and focus, increasing our productive 
energy. Your mind will refuse to let go of an unfinished 
project or task; therefore, actively collecting open loops 
can help stop your mind from working overtime. 

Capture what has your attention: 
You’ll need to represent 

all things that need attention.” 

Chapter 2. Getting Control of Your Life: 
The 5 Steps of Mastering Workflow 

1. Capture: Gather all possible open loops together. 
2. Clarify: Decide if the loop is actionable, if there is a 

clear next step towards achieving the goal. 

If it is not actionable, it is either: 

x Trash: Keep or toss at will. 
x Action Later: Place in a mental file system, or a 

someday list  
x Reference: File as potentially valuable 

information for another project. 

If it is actionable, ask these questions: 

x Is it doable in under 2 minutes? If so, do it. 
x Are you the person to do it? If not, delegate it. 
x Is this action going to take longer than 2 

minutes? If so, defer it to a next actions list  

3. Organize: To do this you must collect: 

x A list of projects, which can be accomplished in 1 
year and require more than 1 action step.  

x A calendar, which has time-specific actions. 
x A list of reminders of next actions, for actions that 

take more than 2 minutes and cannot be delegated 
x A list of things one is waiting for. 

4.  Reflect: Review your projects from a broader 
perspective while looking, at certain intervals, at 
possible concrete actions you can take. Check the lists 
you have created and view your calendar and action 
lists daily. Review the other lists as often as you deem 
necessary (the author suggests weekly). Update the lists 
regularly and ensure you have a clear, complete view 
of what currently needs to be done. 

5. Engage: Use one of the following models: 

x The 4-criteria model can root out limitations for a 
project: (1) Your capability; (2) Your availability; (3) 
Your energy; (4) Your priorities. 


