
Think of everything that has a part of your attention (tasks, commitments, projects, goals, ideas) and write down 

each item below—one per line. These can be any would-, should-, or could-do items.

Your list might include: projects to organize, tasks to complete, commitments to teammates, communications to send 

or receive, documents to read or review, meetings to schedule, planning/organizing, errands to run, financial obligations, 

home improvement, trips to plan, commitments to family members, etc.
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