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How to get stuff done

Use the following flowchart (adapted from a “Getting Things Done” by David Allen,
2001) as a guiding process to complete tasks. Think of everything you need to do
and take each item through the process. Do this regularly. If you’re finding it difficult
to prioritize, see our Setting Priorities handout.
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(5 min rule) To do lists tend to snowball from one

day to the next. If you plan things at
a particular time and date on your
schedule, you'll get more done.
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