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 MIND-CLEANSE

Capture all your
thoughts/ideas &
things to be done

Can I + do I need
to action them?

YES

NO

High Value

Low Value

Do it (quick)

Schedule it
(Time-Block)

Delegate it 

End of day action 
clean-up

Delegate it

Cross it out

Capture thought
in journal

Develop thinking
in Mozart Time

Always 
Start Here

Carry it
forward

MIND-CLEANSE FLOW CHART


