
GTD

Actionable?

No

Trash

Someday/Maybe

Reference

Yes

Projects
Project Plans Project Support

Delegate Waiting for Response

Calendar Specific Time

Do It < 2 min

Next Actions ASAP

Next Actions

Email
Gmail

@Action

@Waiting For

@Someday/Maybe

Labels (Gmail Folders)

Context Tabs
in Day-Timer

Projects List Tab

Calls Tab

Dell Laptop Tab

Home PC Tab

Office Actions Tab

Waiting For Tab

Errands Tab

Someday/Maybe Tab

Home Actions Tab

People Tab

Read/Review Tab

Desk Folders
and Files

Agendas Folders - Work

People Folders File Cab

Meetings Folders File Cab

Read/Review
Material and Folder

Desk Stands

Book Shelf

Book Orders Library

Book Orders Office/Personal

Tickler File
1-31 Folders

Active - Desk Stand

Used - File Cab

Special Events
Sheet

Month FoldersFile Cab

Reference
MaterialsFile

File Cab

Office
Projects List

Project Support
Material

Folders

Desk Stands

Home
Projects List

Home Project
Support Material

Folders

Home
Desk Stands

CalendarDay-Timer

3 In Boxes
(Capture Buckets)

Computer

Desk Basket

Digital Voice Recorder

Process and
Empty Using 

GTD
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