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e same thought twice,
=lnless you like having that
" thought.”

David Allen, Author
Getting Things Done
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Imple “Mind, Dump™s

PERSONAL-RELATED

Bank deposit

Return library books
Son’s birthday

Pay bills

Make Dr. appointment
Pick up dry cleaning
Clean out closet

Get a router for wireless
Unhook hoses

Play the piano

Fix leaky faucet

Join a community organization

Research on...
Professional reading
Budget

Computer problem
Get copier paper




Eliminate

Tickler File

If multi-step, Hold for review

what's the

Is it [ Someday
Actionable? o) Maybe

Retriveabla
when required

If less than two
minutes =_j! L.’

Waiting
For

wWhat is the
next action?

In communication
system, and
track it on ...

For me to do,
specific to date
ar time
Calendar

For someone
else to do

Mext
Actions Mext Actions-Calls
Mext Actions
"To Communicate™
Lists, Etc.

....and your Calendar




sing — Is it "Actionaple” s

Trash!

Someday/Maybe!

~ Reference (organized filing system)
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Arts/Culture Initiative
Video Project
Media Hub Development
Business Partnership
Build Storage Shed
Presentations
CAL — HR Development
- Heritage Museum
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Rotary - Libraries

Committees
ALA — PLA Advisory
Economic Development

Project ('projects list”)
Do it! — if you can and especially if
less than 2 minutes!

Delegate it! (“waiting-for list”)

Defer it! ("next actions list”)
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Benefit forms
Time for filming

Board Meeting Agenda
Director’s Report

Get w/Sharon re launch
Media Hub Meeting
Call re Zineo

Send budget to DOLA
Write up script

Edit slides

Speak to ukulele lady

Event Center Booking
Bid for Shed

Board input on Video
Volunteer luncheon

Slides for co-presenters

Get stats on mill levy

Grant Report

Contact committee chair

Print benefit documents



Contact Steve re filming 4
Create Script
Film Date

Distribute to Committee, Ask for
volunteers

[~ Set deadlines
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= Review Scripts
Arrange filming
Edit videos
Post on Website




10



11



Horace
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COMMUNITY OF PRACTICE

Thank You!

Webinar evaluation:
https://s.Irs.org/GTD
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