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Stage Two: DEFINE AND DECIDE item by item 
 

  Clear “capture points” consistently by making clear, precise decisions about each item using 
your intuitive judgment.  Make these decisions when stuff shows up, not when it blows up.    

 
   What is it?                           Does it merit ACTION?                  What’s the Action? 

Yes 
Clearly define the action 

No 
Not now?   or   Not ever? 

Office 
Inbox 

Briefcase 
or Purse 

Paper 
Notes 

Voice-Mail Email 

General 
A-Z Files 

Trash 

Delegate it 

Plan it for 
later 

Do it now 
(2-min rule) 

Dated event with 
no specific time 

Undated 
Task/Project 

Appointment 
(Block out time) 

Use calendar 
for reminders. 

Stage One: CAPTURE the “Stuff” 
“Stuff” includes all that is undefined and undecided.  

Stuff can be physical or mental. 
Capturing 100% of your “stuff” is the 1st step to a clear mind. 

 

File the 
Information 

Place the Action 
Reminder 

OR 

OR 

OR 

OR 
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