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Recycle Shred/Burn Friends or Family

CLEAR SURFACES

Keep Tossor
3 Types of Information

Action Appointment Reference

Ask yourself:
- Can I say no?

- Can I get it done
within 2 minutes?

Ask yourself:
- Can I say no?

Ask yourself:
- Can I say no?

Active Inactive

Ask yourself:
- What is the
next action?

Simplify
Station

Calendar

Quick
Reference
In Simplify

Station

Backlog in
Temporary

Holding

Paper PurgeSimplifydays.com

Utilize the Information
Workflow Infographic,

in addition to this
sheet, as you process

through paperwork
on your surfaces. 

Paper Purge

Companion Resource
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Physical Digital
Files
Notebooks
Binders

Simplify Station One Box
Physical Systems
Digital Systems

One physical location for your
incoming, active, and quick

reference paperwork.

One physical location for your
important documents and

legacy information.

Physical and/or digital
locations for your information

including actions,
appointments, and reference.

Inbox

Paper Organizer
Fireproof & 
Waterproof

Files
Apps

Clear Surfaces Challenge One Box Challenge

Information EssentialsSimplifydays.com

Information
Tools to simplify and organize all the information in your life

Safe



Incoming
Information

Action

Appointment

Reference

Something to take
action on

Something happening
on a specific day

Something to refer 
back to

©

Goals, Projects,
& Tasks 

Capture
Information WorkflowSimplifydays.com

Clarify Process

No Time &/or 
No Head

Space

Time & 
Head Space

Information comes at us
fast. We can't always

deal with things right in
the moment. Capture
tools are your solution
for clear countertops

and a clear mind.

If you have the time and
head space to make

decisions, opt to put the
information in the right
location immediately.
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Vision & Habits
-Remember these
 two essential and
 often forgotten
 components

-Practice saying No
-Utilize the Two 
 Minute Rule
-Separate Active & 
 Inactive
-For Active, identify
 next action

Practice
Saying No

Documentation

Notes

1 2 3
Let go of it if it's
not important.

Capture it if it is
important. 

digital

mental

physical

Incoming
Information

Capture Tools

Clear contents at 
least weekly.

For example...
-Call the doctor
-Write a thank 
 you card

For example...
-Doctors appt    
 Tuesday at noon

For example...
-Passwords
-Book ideas and 
 notes

Organize Tools

-Simplify Station
-Physical/Digital  
 Task Manager  
 (planner, app)

Action

-Physical/Digital     
 Calendar

Appointment

-Simplify Station
-One Box
-Physical/Digital 
 Systems
 (files, binders, apps)

Reference

Principles First
Tools Second

Remember, focus on
the core principles

that will change your
life. Knowledge is

much more powerful
than a specific tool.

INFORMATION
-Simplify Station
-Pen & Paper
-Digital Inbox



Recycle



Shred / Burn



Friends 
or Family



 Active >
Simplify Station



Inactive >
Simplify Station



Appointments >
Calendar



Reference(Quick) >
Simplify Station



Reference (Backlog) >
Temporary Holding





Live
Masterclass!

Video 3 Release
9am ET

Live Q&A 
4pm ET

Video 2 Release
9am ET

Live Q&A 
4pm ET

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

10 11 12 13 14 15 16

17 18 19 20 21 22 23

The Simplify Workshop

Video 4 Release
9am ET

Live Q&A 
4pm ET

Live Q&A 
4pm ET

Live Q&A 
4pm ET

Video 5 Release
9am ET

4pm ET

Success Stories 

A
u
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VIDEOS 1, 2 , 3, 4, & 5 - Five pre-recorded training videos sent directly to your email inbox and found on the Workshop HUB page on the release
date at 9am ET.

LIVE VIDEOS - Hosted in our Facebook Group. Get extra support & ask questions. Replays available on the Workshop HUB page and in the
Facebook Group.

All resources are available for a limited-time. Find updates and links in your email inbox & on the Workshop HUB page.

LIVE MASTERCLASS - A special 1-hour LIVE training + Q&A! No guaranteed replay. Register at https://simplifydays1.lpages.co/free-masterclass

BONUS!

Video 1 Release
9am ET

Live Q&A 
4pm ET
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https://dateful.com/time-zone-converter

	Check Box32: Off
	Check Box33: Off
	Check Box34: Off
	Check Box35: Off
	Check Box36: Off
	Text37: 


