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BRANDON HALL

For Brian, Karen, Steve, Kaylor, and future generations.
May you see projects, not problems, in your life and in the world.

To David and Kathryn, the most gracious and professional couple I have ever met.

DAVID ALLEN

For any and all of you who can’t help but help yourselves improve the quality of your lives and the world around you.
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Why You Need This!

HOW THIS WORKBOOK WORKS
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Start Here!

(After You Started with Why You Need This!)

ASSESS YOUR CURRENT REALITY

LEARN ABOUT GETTING THINGS DONE® (GTD®)

COMMIT TO CHANGE
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The 10 Moves to Stress-Free Productivity
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More GTD® Stuff
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Your Progress Tracker
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WE ALL NEED TO BE MORE PRODUCTIVE!

Hi! I’m David, the guy who researched and wrote the Getting Things Done (GTD®) book so that you could enjoy a life of stress-free productivity.

Obviously, I believe you need to learn what it takes to be more productive with as little effort as possible, but what really matters is what YOU think. So let me ask you to take just a couple minutes to pick between “This” or “That” on this spread:
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	THIS





	Calm under pressure





	In control of your workload





	In control of your time and life





	Reliable place for ideas and tasks





	Maintain perspective and trust in your focus





	Get your email inbox to zero





	Organized system for all paper





vs.






	THAT





	Overwhelmed and stressed





	Little control and overloaded





	Out of control of your time and life





	Unreliable system and things fall through cracks





	Go with the flow and hope for the best





	Drown in email hell





	Piles of papers and stuff







Okay, so I may be “leading the witness,” as they say, but that is truly the reality. Every day you have a choice between this or that, and even when you have good intentions you may not know where to turn for proven principles and systems to help you get out from under the mountain of calls, emails, and paper.

That’s where I come in! I have been studying human productivity since Adam . . . well, not quite. And I’ve seen how the digital revolution we are currently participating in has accelerated the universal issue of too much to do, too little time to do it.

WIIFM?

You may be asking, “What’s in it for me?” If you make the choice to follow the steps and instructions in this Workbook and actually practice the ten moves . . . then you will most definitely and assuredly be the MOST . . .
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Seriously! There is something amazing that happens when you free up your mind to do what it does best: think.

SO WHY NOT GIVE IT A TRY? WHAT DO YOU HAVE TO LOSE?

What If?

If you had more room in your head, what would you choose to be and do?

□ More creative? What would you do?

 

 

□ More strategic? What would you do?

 

 

□ More innovative? What would you do?

 

 

□ More loving? What would you do?

 

 

□ More present with whatever you’re doing? What would you do?

 

 

□ What else?

 

 

 

 

HOW THIS WORK BOOK WORKS

Working in this Workbook is as simple as 1, 2, 3, 4:

1. Review chapter 2, “Start Here!,” which follows . . . just so you get the big idea.

2. Start working on the ten moves . . . IN YOUR OWN TIME. But we recommend:

▪ Do the first three moves (about Capturing) as soon as possible.

▪ Take your time with the rest of the moves—but ideally find one to two hours each week to complete a couple of them.

▪ Go through the MOVES IN SEQUENCE.

3. Keep track of your progress on the LAST PAGE OF THIS WORKBOOK. It feels good to make progress and to check things off.

4. Have fun! This stuff may initially seem mundane and potentially boring—but, believe me, there is a pot of gold at the end of this rainbow! And you will probably find it engaging to start to play within your own process, with your own stuff, in your real-time world, as we’ve laid it out for you. Many thousands of us do this regularly—join the club.

You are more creative than you probably know!

Look for the following design markers throughout the Workbook to help you get to the next level of productivity prowess.
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Insights Enjoy these stories and anecdotes from David Allen and the community of people who practice the GTD methodology (let’s call them GTDers), including tips and tricks and words of wisdom and quotes from the author.
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Deep Dive There will be principles you’ll want to learn more about and in much more detail. We’ll make sure to show you where you can go to learn more in this Workbook, in the GTD book itself, or in other locations via QR codes and web links.
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FAQs Learn from the most frequently asked questions and answers courtesy of David and the GTD community.
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Act Now! Whenever you see this icon know that this is your time and space in the Workbook to act on what you have learned! This is the time and place to write down any thoughts, ideas, and insights that will help you be more productive.
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Progress Tracker As mentioned in #3, left, this is the place to track your own progress.
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Checklists After you’ve completed the moves associated with each of the five GTD steps, you’ll find a checklist that provides a quick summary of the moves that were covered. These checklists are the tools you can use moving forward that will assist you as you continue applying GTD in your life. Think of them as a summary cheat sheet of what you need to be doing.


“Be steady and
well-ordered in
your life so that
you can be fierce
and original in
your work.”

— GUSTAVE FLAUBERT
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