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A summary of the GTD system:

(1) The core idea of getting everything into a "trusted system." 

If I come up with a system for capturing everything 

that does or may need doing, organizing it and coming back to it in a 

timely fashion, then I will be free to focus my energies on the task 

at hand.

(2) Once I have captured everything into a trusted system (the 

project list and the Someday/Maybe list) I break those "projects" 

(i.e. anything that has more than one step) down into doable "Next Actions." 

 If I break those projects down into the various next actions 

needed to accomplish those goals in a step by step fashion, I can 

better judge the status of a project, allot my time and be productive.

(3) The use of "contexts". If the next actions I have decided to emphasize 

today or this week are assigned appropriate contexts, then I can be more 
productive

 with less stress and better track things. 

David recommends contexts like Computer, Calls, Waiting, Errands, etc.

Thus if I am at the doctor's office with a 

cell phone and 15 spare minutes there is no sense worrying about that 

spreadsheet back on my desktop computer but I could get some calls 

done while waiting. Thus part of what drives what next action I focus 

on is not only by urgency and importance (ala Covey) but also context.

(4) The "Weekly Review" - the only way to keep a trusted system 

trusted is to set aside a time for weekly review - if I have not 

already done so I enter in the new bits of info and data that I have 

collected during the week, I update records to show what I have done 

that week, and I update the next actions for each project and 

identify for priority the ones I will act on in the coming days/week.
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Capability My Needs
Corporate

Laptop
(Windows)

Newton Phone
ShirtPocket 

PDA
SmartPhone

Ipod
Home

Desktop
(eMAC)

Contacts A x x x x o
Desktop Surfing A x x x
eBooks A x x o o
Expandability A x x o
Filofax A o x o o
Instant-On A x o o o
Intuitive Assistance A o x o
Long Battery Life A o x o o
Notes A x x o
Replaceable Batteries A x x x x o
Spreadsheet A x x o
ToDo A x x o
AudioNotes A o o x o o o
Calendar A x o o o
Connectivity A x o o o
Knowledge Navigation A x o o
Presentations A x o o o
Corporate Email A x
e-meetings A x o
IPSEC VPN Client A x o x
Web Surfing (SSL Browser) A x o x
Bluetooth B x x x x x
Sync B x x x x x
Video player B x o o x
WebServer B x x x
eCommerce B x o x
GPRS B x o
MusicServer B o x
VideoConference B x
Fax Support C x o
Audio Player C x o x x
FTP Server C x o x
Colour C x o o x
GPS D o o
Web Lookup - Wifi D x o o x
VOIP D x x
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