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Personal Product ivity  

Checklist  of System s 

 

Tim e Managem ent  

  Calendar 
I f at  all possible, keep only one m aster calendar instead of m ult iple calendars 

in m ult iple places. 

  Task List  Capture everything in one place so you’ll be able to pr ior it ize. 

Data Managem ent  

  Contacts 
Centralize all contacts into one system , and delegate the data ent ry if 

necessary to m ake sure the system  is updated. 

  E- m ail 
Use rules and folders to autom at ically sort  your e-m ail as m uch as possible. 

Make sure you don’t  interrupt  your work with e-m ail processing any m ore 

than necessary. 

  Elect ronic File 

St ructure 
Create a file st ructure that  m akes sense for your hom e and business needs 

so you (and others sharing the inform at ion)  can file and find things quickly. 

  Data Backups 
I deally a backup system  should be (1)  Rem ote, (2)  Autom ated, and (3)  

Secure. We like www.carbonite.com.  

  Passw ord 

Storage 

Don’t  r isk your crucial inform at ion by using the sam e passwords for 

everything or using other insecure pract ices. Have a secure system  for 

stor ing these like www.splashid.com.  

  Softw are 

Licenses &  CDs 

Software is very expensive, but  m any hom es & businesses fail to docum ent  

the sim ple license and purchase informat ion that  could save them  hundreds 

or thousands in repurchasing costs later. 

  Financial Data 
Along with using software like Quicken or QuickBooks, you’ll need system s for 

stor ing receipts and statem ents too. Hom es and sm all businesses can often 

use January-Decem ber accordion files to m ake this sim ple. 

Paper Managem ent  
  Quick 

Reference 
Quick Reference papers are those you need often for handy reference, like 

frequent ly called num bers.  

  Reference Reference papers sim ply need to be kept  without  any act ion required. 

  Archives An archive system  is needed for older reference item s. 

  Quick Act ion 
Quick Act ion papers need sim ple act ions taken fair ly im m ediately, like bills to 

be paid or calls to be m ade. 

  Projects 
Projects are collect ions of papers pertaining to m ult iple steps of act ions that  

have a beginning and end. 

Space/ Physical I tem s 

  Prior it ize what ’s in your 

space by frequency of use 

and accessibility, using our 

“ABCD”  m ethod. 

 

  Use a label m aker to 

establish the “hom es”  for 

your item s after you’ve 

organized them. This is 

part icularly im portant  when 

sharing a space with others. 

Exam ples Prior it ies Places 

Pens, stapler , phone 
A 

Things you use all 

the t ime 

On the counter top, 

in m ost  handy 

cabinets and 

drawers 

3 hole punch, pr inter 

cart r idges 

B 
Things you use m ost  

of the t im e 

I n relat ively 

accessible places, 

m aybe behind or 

above A item s 

Holiday decorat ions 
C 

Things you use once 

or twice a year 

Less accessible 

places, up high 

Archived tax records 
D 

Things you are not  

using 

Store out  of the flow 

of daily liv ing 
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