
Taking Stock
Where have you
been putting your
time and energy?

Visualization
Picture yourself
successful!

Focus
Decide what you

want to move
forward?

Celebrate
Make sure you

celebrate your wins!
Congratulations!

Planning
Strategize how

to turn your
effort into

bounty.

Take Action
Implement your plan
and remember to break
each step down into
small doable steps.
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7-Step Get Things Done Process

Relax!
Done! Time to
take a break
and take care
of yourself.
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