








What’s the
Next Action?

Is It
Actionable?

What Is It?

Weekly Review:

IN BOX

SOMEDAY/
MAYBE

REFERENCE

PLANNING

PROJECTS

Eliminate

Incubate

File

FOR ME:

YES

NOYES (multi-step)

“STUFF”

DO IT

Less than
2 minutes

ASAP

Specific Date or Time

Next Actions Lists/Folders/Trays Datebook / PDAWaiting For Lists

CALENDAR

Delegate

Review for Actions

Based upon the book and diagrams in Getting Things Done by David Allen, © David Allen

Projects
Commitments
Communications
Reports / Writings
Meetings
Reviewing
Financials
Administration
Clients
Marketing
Systems / Supplies
Delegation
Errands
Pers./Prof. Development
Home/Office Maintenance
Community / Civic Issues

Loose papers
Process your notes
Previous calendar data
Upcoming calendar
Empty your head
Project / outcome lists
Next Actions lists
Waiting For lists
Relevant checklists
Someday/Maybe lists
Pending and support files
Be creative & courageous
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Covey Planning Quick Reference

R
ev

ie
w

Connect with
Mission

Identify
Roles

Select Q II
Goals per Role

Create Week’s
Framework

Based upon the work of Stephen R. Covey and associates, ©® Covey Leadership Center, Inc.

Review your vision and mission statements

What’s most important?

What gives your life meaning?

What do you want to be and do in your life?

Decide upon the roles for the week

Fill in roles in Covey weekly planning form

Review personal development objectives,
fill in Sharpen the Saw

What goals were achieved?

What challenges did I encounter?

What decisions were made, and how
effective were they?

Did I follow my Inner Compass and keep
first things first?

Use Covey Quadrant form and allocate tasks

Select QII tasks matching Inner Compass

Fill in QII tasks beside each role in Covey
weekly planning form

Lay out specific appointments, deadlines and
time-dependent tasks in Calendar

Allocate QI and QII tasks in Actions, Calendar,
setting priorities

Evaluate at
Week’s End

Integrity in
the Moment

At beginning of each work day:

Preview the day
Prioritize actions
Use “T planning” > time-sensitive tasks

Concentrate on importance over urgency

Follow your Inner Compass in each decision
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