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FocusMe for Excellence Model

Focus on your life, not your Inbox

The Organizer is built on the FocusMe™ for Excellence
model. Organize, Collect, Process, Review, Act, Track and
the Drawer.

Projects make goals
happen. They provide a

structure for action.

. Organization
Organize RIS

* Focus

Collect everyday
information to process

such as e-mail or notes.

Make decisions based on
your goals — focus on
what is important.

Collection Points
* Email Collect
* Paper Inbox
* Hotebook

Action Decisions
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accomplishments and « Defer Plan your time to
measure planning Process + Delete accomplish the work.
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Report & Measure _ . Planning .
- Timecard Track Review + Weekly & Daily Planning
+ Success Metrics + schedule the work

Information is structured

. . Dot
amund prﬂjem - maklng * Time on Calendar
it easier to file and find. * Execute
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Knowledge Reservoir
* Categorized Information Drawer
* Electronic Documents

Say what you do and do

what you say — keep
* Paper Documents promises to yDUI'SElf.
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