
MINISERIES
NEXT ACTION WORKSHEET

To begin, pull out the results of your Mind Sweep. If you haven’t started with a Mind Sweep, use this exercise to 

evaluate your current task/to-do lists. 

Look at each item from your Mind Sweep (or from your task/to-do list) and ask, “What is the very next action I need 

to take to start moving this toward completion?” The next action is the next physical, visible action needed to start 

moving forward on the item. Use verbs like call, draft, print, text, email, read, review. Record the next action to the 

right of each item.

Mind Sweep Item  (or tasks from your list)  Next Action 
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