
Simply Organised 
Life Planner 

Come out from under the weight of clutter & chaos and into a
 life of freedom and simplicity

Introduction 

Welcome to The Simply Organised Life! 

As promised this is a very simple plan to get your home, your mind, your spirit, 
and your life, decluttered and organised! 

The section I call “The Lists” is adapted from the book, “Getting Things Done: The 
Art of Stress-Free Productivity” by David Allen. 

PLEASE! Do NOT be overwhelmed when you see all the steps! It really is EASY! 
And I’ve kept it as SIMPLE as I can! When I first heard of this system, I thought 
“Agh!! but when I started putting into into practice, it was so simple and it 
changed how I did things at home. And I still use this system today, every day. 
It’s just simple lists, that you will review weekly, to make sure things are done, not 
forgotten, and moving forward. 

What you need to know : 

It is important that you are able to write down things as they occur to you. You 
want to offload the ‘mental clutter’ from your mind, instead of trying to 
remember everything. 

The “IN” List is a ‘living document’ and will be processed continually. 
Everything goes on it as it occurs, and is processed regularly. 

You can have more than one “IN” List (explained later), but don’t have too 
many, as it will get confusing, you need to bring them all together for the 
Weekly Review.  The Simply Organised Life motto is : KEEP IT SIMPLE! Don’t 
complicate it by adding too many lists! 

*GTD® and Getting Things Done® 
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Planners : 

Included in The Simply Organised Life are some Sample Lists, various Daily & 
Weekly Planners, a Menu Planner, an Appointment Planner, and more. Have fun 
with them! 

 

You’ll also need a CALENDAR for date and time sensitive tasks and events, i.e. 
appointments 

THE “IN” LIST (Master List) 

A place to ‘offload’ what’s on the brain (mind)!  
A place for capturing ideas and thoughts as they 
occur to you. 
Notebook you carry with you all the time for the above 
two items, I call it my ‘Day Book’. 
App on your smartphone (simple To Do list app - 
nothing complicated!) If you’re tech savvy! I still prefer pen and paper :) 
To Do list pad next to computer (or use your ‘Day Book’, I use mine for 
everything! 
Reminders on your computer or phone (if that will help you remember) 
IN basket or tray on your desk (essential!) for all the papers that come into 
your home every day, i.e. bills, events, appointments, school letters, etc. Pull 
them all in one place! 
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NEXT ACTIONS 

WAITING FOR 
PROJECTS 

SOMEDAY/MAYBE

Reviewed weekly and is 
the backbone of the 
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You don’t want too many IN lists, keep it simple, you need to bring them all 
together for the Weekly Review. 
I have a notebook, my Day Book, where I write everything down that occurs 
to me, thoughts, ideas, things I need to remember. 
I also have my Inbox in my kitchen where everything goes that comes in, so 
when it’s time for the Weekly Review I know where to go instead of having to 
hunt through the house for that bill I forgot to pay! 
Use whatever method is right for you!!  

“NEXT ACTIONS” LIST 

Also known as the ASAP List : “Do As Soon As Possible 
List” 

As a general rule don’t put too many things on this list to 
do in a week. The goal is to clear this list by the end of 
the week! And next week, you start a new list. 

You’ll pick from this list what to work on when you have the time. 

“WAITING FOR” LIST 

Write on this list (and write the date you add it to the list) anything you are 
waiting for… 

someone to get back to you 
you’ve delegated something to someone 
waiting for a reply to an email or return phone call 
waiting for something to arrive that you’ve ordered 
not ready to do it yet 

If you put the date on the list you know how long you’ve been waiting and can 
send reminder or follow-up if you need to. 
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“PROJECTS” LIST 

Anything that requires 2 actions or more to complete it 
is a Project and goes on the Projects List. The List a list 
of Project titles - and if you like, brief descriptions and 
intended outcomes. It does NOT include the STEPS to 
the outcome, they are in the Project File for the 
particular Project. So you’ll have a file for each project 
and a master list of all your projects. 

When reviewing the Projects List, you’ll make sure that there is always at least 
one Next Action on the Next Actions List, for each Project. This way your projects 
are, 1) not forgotten, and 2) always moving forward to completion. 

“SOMEDAY/MAYBE” LIST 

Contains ideas and projects you might want to realise at some 
time in the future. Things you don’t want to do right now. This list 
will be reviewed weekly. You don’t want things on Next Actions 
or Projects Lists that you are not working on now. 

CALENDAR 

The Calendar is for things that have to be done on specific days 
or times. Nothing else! Don’t put things you think you might do 
on your Calendar. Keep it simple, and you can easily see at a 
glance what you have to do without it being full of other 
things, and you can see when you have time to do the things 
on your Next Actions List. 

The things you want to do, but that don’t need to be done at a certain 
time, will be on your Next Actions List anyway, so you will be reminded about 
them and have the chance to do them. 
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CONTEXTS 

Contexts are tags that are put on the items on your Next Actions List, indicating 
where the action can be done, or what you need to perform it. 

Examples of Contexts : 

There are three ways to tag an item : 

1) Have different Next Actions Lists, one for each context, i.e. a list for @home, 
@shops, etc. 

2) Write Contexts using a tag or symbol next to the item on your Next Actions 
List. Using a tag of some kind, tag each item with its Context tag, i.e. the @ 
symbol works well as it is a symbol of where you are when an action is 
performed, i.e. @home 

@home things you can do at home

@computer things you can do when you are at the computer

@office things you can do when you are in the office

@shops things you can do when you are out

@phone phone calls you need to make

@church things you can do or people you need to talk to at 
church

@everywhere things you can do no matter where you are

@waiting waiting at doctors office, things you can read, or a call 
to make
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3)  Agenda Contexts. You might have regular meetings with people at work,   
    or at church, or want to discuss something with your friend, Sally.  

    Examples of an Agenda Context could be : 

@meeting 
@Sally 
@discuss  

How Many Contexts 

How many contexts you need will depend on how many Next Actions you have 
and how your day usually looks. The important thing is to be able to assess at a 
glance what your possible actions are, depending on where you physically are 
and what equipment you have available, i.e. computer. 

Note: I have one Next Actions List, and use the above symbols so I know what 
needs done, where I can do it, and when I have the time available. That means 
I need to carry the Next Actions List with me at all times. 
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WEEKLY REVIEW *Critical Factor for Success*  1

The Weekly Review needs to be done once a week! every week! Set a time for it 
(30-60 minutes), write it in your calendar; at the end of the week or the 
beginning of a new week is ideal. I do my Weekly Review on Mondays, and 
sometimes again on Fridays. 

1.  You will go through each of your lists : 
“IN” List/s and “IN” Tray/Basket 
“Next Actions” List/s 
“Waiting for” List 
“Projects” List 
“Someday/Maybe” List 

2. “IN” List : 

You’ll go through your current “IN” List/s (and “IN” Tray) and determine 
what can be crossed off that you’ve done this past week, and decide 
what you can add to the new week’s Next Actions List, and add their 
@context. 

3. “Next Actions” List/s : 

The ideal is to clear this list each week, so by the end of the week every 
item should be ticked off. You’ll begin a new Next Actions List for the 
new coming week, and only transfer any uncompleted tasks, if they 
are still things you want or need to do. You’ll have this list handy with 
you all the time. 

Make sure every action on your Next Actions List is something you want 
or need to do if you have time during the coming week. If not, move it 
and/or the Project, to the Someday/Maybe List - or remove it 
completely. 

 GTD® and Getting Things Done®, David Allen1
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4. “Waiting for” List : 

You’ll check this to see if you need to follow-up on anything, or if you 
can cross anything off that is completed. 

5. “Projects” List : 

You’ll make sure each project has at least one Next Action on the new 
Next Actions List for the coming week, and cross off any that were 
completed the past week. 

6. “Someday/Maybe” List : 

You’ll check to see if anything needs to be moved to the list of current 
Projects List or Next Actions List. If it’s a new Project, add it to the 
projects List, and put an action on the Next Actions List. 

TRIGGER LISTS 

List of key words to “trigger” your brain to remember something you need to do 
or haven’t completed, or something you haven’t captured to your “IN” List. 

Examples of Trigger Key Words : 

People I need to get back to 
Phone calls I need to make 
Something I need to talk to someone about 
Projects not started 
Upcoming events 
Projects I need to start 

NOTE: I find it helpful to clip bills, appointments, etc to the Next Actions List so I 
have them handy when I need to do something from the list. 
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GETTING IT TO WORK 

Have clear lines between your lists and Next Action Lists (don’t overlap) 

Tools, i.e. planners/apps, should be fun to use - not complicated! 

Keep everything SIMPLE! 

Do NOT have TOO MANY Lists, or Contexts, or Projects, going at once. 

READ/REVIEW FOLDER OR BASKET 

Read/Review Folder or Basket - a place to put things that you want or need 

to read or review when you have the time 

A physical folder you can carry with you containing papers, articles, etc that 

you want to read (take them from the Basket if you have one) 

The idea is to have this handy when you have a few minutes to read, i.e. at 

doctors, cafe, train, etc 

Only what you want to read goes in this Read/Review Folder. Keep it handy, 

with your Next Actions List, to grab on your way out. 

TICKLER (Optional) 

Funny name! 😊   It means to “tickle” your memory! 

Place physical things in here that you’ll need on a particular date, things you 
need to remember, i.e. bills to pay on a due date, concert tickets, etc.  

I want to keep this simple for you. There are two options for how to use a Tickler: 

1) To have a dated folder for the month, i.e. 31 folders, PLUS 

To have a folder for each month, i.e. 12 folders (Total 43 folders) 
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 OR (this is what I do) 

2)   Just have 12 folders for each month of the year 

OPTION 1 : 43 folders : 

At the beginning of each MONTH you’ll pull everything in that month’s folder 
out of that folder, and put it in the appropriate dated folder, i.e. into the folder 
#4 for the 4th of the month. Place that month’s folder at the back, which 
brings next month’s folder to the front. 

At the beginning of each day, you’ll open that day’s folder, i.e. #4, and take 
out what is in there for that day. Place that date’s folder at the back, which 
brings the next day’s folder to the front for tomorrow. 

OPTION 2 : 12 folders : 

When something comes in that you need on a particular date, put it in the 
appropriate MONTH folder. 

At the beginning of each month, you’ll pull everything out of that month’s 
folder and process what needs processing straight away, and put anything 
else in your “IN” Tray to process during the next Weekly Review. 
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Getting Started! 

1. Get it Out! 

You’re going to clear your mind by doing a ‘mind sweep’. 

Grab several pieces of A4 paper, write “IN” List on the top, and begin writing a 
list of everything that is in your head, whatever is on your mind. 

Things that are not as they should be 
Things that are not where they should be 
Projects you’ve not completed 
Projects you’ve not started 
Things you think about constantly 
Things you need to buy or fix 

It could be anything at all. Anything that is on your mind. You want to get it all 
off your mind. All the things you try to remember, or that keep you awake at 
night, get it all out. It could be a long list! 

Note:  The first time you do this, it will take a while, and your Next Actions List will 
likely be long. From now on, you will be adding things to your “IN” List and 
processing it on a continual basis. Your Weekly Review (explained earlier) will 
only need around 30 - 60 minutes to keep you on top of things and moving 
forward. 

2. Processing the “IN” List 

Process every item, one by one, from the top down, in the order they appear on 
your list. 

For each item, ask : 

Q Is it actionable? Is there something I need to do? 
➡  NO 

Janette Goodall aclutterfreelife.me !11



Simply Organised 
Life Planner 

Come out from under the weight of clutter & chaos and into a
 life of freedom and simplicity

 Throw it away. If it’s not a physical item, like paper, cross it off the “IN” 
 List and forget about it (to keep it on your mind is ‘mental clutter’ and 
 you don’t want it.) … or 
 Keep it as reference and file it … or 
 Add to Someday/Maybe List … or 
 Incubate It … Write it on Calendar OR Put in Tickler File (explained  
 earlier) 

➡  YES 
Q What is the next action? (Needs to be a physical and visible action,  i.e. 
not ‘plan a party’, but ‘write the invitations’.) This is probably the most  
important rule : an ‘Action’ is to bring it closer to it’s goal of completion. What 
physically needs to be done? 

Q Will it take 2 minutes or less? 
➡  YES 
 Do it right now, because it takes more energy to add it to a list if it only 
 takes a couple of minutes to complete. 

➡  NO 
Q Can I delegate it? Give it to someone else to do? 
➡  YES 
 Put it aside for them, and write it on ‘Waiting for’ List with the date. 

➡  NO 
 Write it on your Next Actions List, to do when you have time. Cross it off 
the “IN” List when you add it to another list, you don’t need an item on more 
than one list.) 

Q Will this next action close the loop? (i.e. complete it?) 
➡  YES 
 No further action 
➡  NO 
 It becomes a Project if more than 2 action steps are required to  
 complete it. Add it to the Projects List and cross it off the “IN” List.* 
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NOTES 

*If it’s been processed on the “IN” List, and written on another list (i.e. Projects/
Waiting for/Someday or if its Incubated to the Calendar/Tickler) - cross it off the 
“IN” List. Any further steps/actions will be from those other 3 lists or will come up 
in the Calendar or Tickler. 

** Any actions from the “IN” List that go on the Next Actions List will be crossed 
off the “IN” List straight away. If it’s on the Next Actions List you know it will be 
done, and an item does not need to be on two lists. The idea is to clear the Next 
Actions List every week. 

*** Depending on how long your “IN” List was when you did the ‘mind sweep’, 
you may have ended up with a very long Next Actions List. As explained earlier, 
this is a one-time ‘brain dump’. Work through the two lists steadily. If the Next 
Actions List is really long, you may prefer to start a new “IN” List and/or Next 
Actions List for things that occur from now, but keep working on the original list 
each day/week until it’s cleared. 

~~~ 

That’s for those who like everything written down (like me). Now for those who 
prefer something visual (and I do like that too), the next page will help you, and 
hopefully simplify it all even further for you. 
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                          ⬇                                    ⬆    
                        
  IS IT ACTIONABLE? YES  ➡  LESS THAN 2 MINS? 
      ⬇        ⬇  
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           NO
                 ⬇

TRASH/
     INCUBATE/

  FILE

  “IN” LIST 
       EVERYTHING THAT COMES IN

   MAIL/PHONE/IDEA/THOUGHT/ETC
DO IT 
NOW!
⬆  

YES

NO
⬇  

NEXT ACTIONS LIST
OR CALENDAR

OR
⬇  

PROJECTS LIST
IF MORE THAN 2 ACTIONS

OR
⬇  

‘WAITING FOR’ LIST

IF YOU HAVE PHYSICAL 
ITEMS, I.E. PAPERS, YOU 
WILL NEED SOME FILES 

LABELLED ‘WAITING FOR’, 
SOMEDAY/MAYBE, 

PROJECTS (possibly one 
for each project).
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SOME MORE USEFUL LISTS AND/OR FOLDERS 

Bills to Pay List (write the bill & due date on list) 
Bills to Pay Folder (hold the bill in the folder till due.. you’ll always know where 
it is, and you’ll see it when you do your Weekly Review) 

Goals List (you can review this list during the Weekly Review) 

Projects List (keep in binder) 
Projects Folders (have a folder for each current Project, and file any resources 
related to that project in that folder) 

Books to Read List 

Things to Buy List 

Tips: 

Keep your lists in a binder you keep close by all day 

Keep papers etc related to those lists in a same-named folder, i.e. Bills to Pay 
List will have the bill and due date written on the list, and the bill will be held in 
the Bills to Pay Folder till you’re ready to pay it 

Next Actions List: Consider having along with the main Next Actions List, 
written during your Weekly Review for the current week, a smaller one that is a 
more convenient size for you to carry with you, sorted into Contexts, i.e. 

You have your main Next Actions List, and when you do your Daily Planner the 
night before, you can choose some actions for that day, and group them into 
Contexts, i.e. you may have 3 phone calls to make, so group them as 
@phone, or you need to get a couple of things at the store, group them as 
@store, or you have a couple of things you need to do on the computer, so 
group them as @computer. You can add them to the Daily Planner or have a 
separate smaller list (there is one included in this Planner that you can cut up 
and take with you). 
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Then, when you are at the computer you can quickly look at your Context List, 
and you can do those tasks while you’re there. Same with @store and 
@phone. 

THINGS YOU MAY NEED TO FIND 

A ring binder for holding The Simply Organised Life Instructions, all your 
Planners, your Weekly Review lists, and other Resources. 

You may like to get some dividers and label them as I have on the Contents 
Page:  Daily Lists, Finances, Planners, Weekly Review, Resources. 

You will need an IN Tray or basket to put anything that comes in, i.e. mail, 
catalogues, notes, bills, notes you write to yourself, etc. Keep it in a handy 
place, and at the end of the day gather all the loose papers together from 
around the house, and put them in the IN Tray, and you’ll process them all 
when you do your next Weekly Review. 

You will need some file folders to hold papers, documents, bills, project 
resources, etc. 

Magazine holder, or similar, to hold all your folders. Keep it handy on your 
desk, or counter.  

A Kitchen Timer for your 15 minutes of Decluttering every day. 

REMEMBER PLEASE! Feelings of overwhelm are not allowed!  

It is a SIMPLE system, even if it looks complicated, sounds complicated, or feels 
complicated … NOW! This is the first read-through! Once you learn it, it really is 

very easy to do. 

HAVE  FUN WITH IT! 
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____________________________________________________ 

Janette Goodall is not licensed, certified, approved, or endorsed by or 
otherwise affiliated with David Allen or the David Allen Company which is the 
creator of the Getting Things Done® system for personal productivity. GTD® and 
Getting Things Done® are registered trademarks of the David Allen Company. 
For more information on the David Allen Company's products, please visit their 
website: www.davidco.com 

________________________________________________________
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