YOUR MIND IS FOR HAVING IDEAS, NOT HOLDING THEM.™

GETTING THINGS DONE®

Achieving Relaxed, Focused Control in a World of Too Much to Do

Program Overview

The two key elements of self and organizational management are staying (1) in control and (2)
meaningfully focused. Both factors are at risk for more and more people as the speed of
change continues to increase in our global, competitive, always-on world. Staying on top of
your world—personally, professionally, and organizationally—is a growing challenge.

There is a way to navigate this turbulence effectively, in a sustainable way, but it does not
happen automatically. It requires the application of specific best practices that can be learned,
installed, and habituated.

This presentation describes the core principles for stress-free productivity, applicable to
individuals, teams, and whole enterprises, and key techniques that can be immediately
implemented.

Key Learning Points:
i Why lack of space, not lack of time, is the key limitation
i The five steps for creating relaxed, focused control
° How to create the optimal performance state
* Best practices for achieving and maintaining executive sanity
* How to optimize personal systems for getting the most meaningful work done

Format
60-minute presentation delivered by David Allen in person. Highly engaging lecture material
and Q&A with Mr. Allen

Participant Course Materials
An 8-page handout is provided for taking notes and includes the key learning points as a take
away reference. The handout is available as a digital file for you to print out.

Recommendation

This speech is highly recommended for an audience brand new to this work, and particularly to
brief a group about the big picture of GTD—the “why” and then a brief “how.” It provides an
inspirational “taster” experience and can be easily followed up with the more in-depth
Fundamentals Course and/or &I Series.
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