	My mission is: 
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	My Projects List

	Project: 

	Outcome:
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	My Next Actions List

	@Calls
	@Office
	@Home
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	My Agendas List

	Quinton
	

	Andrew
	

	Bee
	

	Cheryl
	

	Mtha
	

	Big Dave
	

	Roger
	

	Iain
	

	Simon
	

	Andrew G
	

	Jonathan
	

	Dan
	

	Dennis
	

	Jarred
	

	Debbie
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	John
	

	Stephen
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	My Ideas List

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	My Prayer List

	Date
	Request
	Resolution

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	My Someday/Maybe List

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	My Responsibilities List

	Home
	Wash the Dishes; Take out the Rubbish Bins; Help Around the Home; Maintain the Property; Handle Medical Aid

	Consultancy
	Revise Material Regularly, Create CDs, Submit Invoices

	Personal
	Eat Healthy, Walk, Run, Play Squash

	Community
	Get to Know Neighbours, Help with Vigilance, Respond to Crises

	Pastor
	Pray, Read the Word, Provide Spiritual Direction

	Youth Pastor
	Oversee the Vision, Empower staff, Liaise with Elders, Oversee Adult Leaders, Lead a Connect Group

	Student
	Keep Reading, Summarise Books, Listen to Podcasts

	Mentor
	Take the Initiative in Setting Meetings with Mentorees, Identify Issues to Work On, Follow Up, Create Accountability

	Daily
	Devotions, Help at Home, Connect with Kids, Listen to Podcasts, Read

	Weekly
	Set Weekly Goals, Visit Blogs, Type up Notes, Set Mentor Meetings, Listen to Sermon Podcasts, Charge Headset, Wash Cars, Mow the Lawn, Take Out Garbage

	Monthly
	Set Monthly Goals, Pay Accounts, Review and Revise Budget 

	Yearly
	Set Annual Goals, Tax Return, Clear Out Files (3 Jan, 1 July)

	
	

	
	

	
	

	
	

	
	


	My Weekly Review List

	
	Review Planner
	Mission, Roles, Goals

	
	Process Paper
	Inbox to Zero, Receipts

	
	Process Notes:
	Ideas, Podcasts

	
	Review Calendar
	Last Week, Next Week

	
	Mind Dump
	Thoughts, Walk around, Family, People, House 

	
	Review Lists
	Projects, Next Actions, Agendas, Someday/Maybe, Waiting For, Prayer

	
	Review Email
	Waiting For, Action, Read

	
	Review Habits
	Time management, People management, Work/rest balance, Devotions, 

	
	Review Learning
	Books, Podcasts, Articles

	
	Review Entertainment
	

	
	Review Diet
	

	
	Review Character
	

	
	Review System
	

	
	Preview Week
	Down Time, Family Time, Weekly To Do List

	
	Enjoy Reward
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	My Staff Development List

	Name
	Growth Areas

	Quinton
	Leading people: (1) Spiritual nurture. (2) 1 on 1 connections. 
	Volunteering to help others with their tasks.

	
	Helping people set goals and work towards them.
	Championing areas of responsibility.

	
	Giving constructive criticism. 
	Expressing negative thoughts positively.

	
	Strategic thinking to improve ministry.
	

	
	Following through on commitments.
	

	 Andrew
	Helping people set goals and work towards them.

	
	Anticipating problems before they become a crisis.

	
	Limiting the number of commitments he makes.

	
	Guarding preparation time.

	
	Getting tasks done in work hours and limiting after hours work.

	 Bee
	Learning how to focus a message and stay on track.

	
	Engaging with people in a large group context.

	
	Not giving up on people who are a disappointment.

	
	

	
	

	Cheryl
	Becoming open to criticism and suggestions.

	
	Anticipating and managing problems.

	
	Handling concerns with fellow team members at the right time.

	
	

	
	

	 Mtha
	Helping people set goals and work towards them.

	
	Managing time and actions – Getting Things Done.

	
	Anticipating problems before they become a crisis.

	
	Developing the ability to preach.

	
	Personal disciplemaking skills.

	My Reading List

	Title
	Author
	Details
	Progress
	Done

	Rediscovering the Kingdom
	Myles Munroe
	With Jonathan Pardy
	
	

	Quiet Leadership
	David Rock
	Leadership
	
	

	Church @ Community
	Ed Delph
	Church and Community
	
	

	Out of Africa
	Keith Richburg
	African Realities
	
	

	Sons of the Father
	Gordon Daley
	Parenting
	
	

	The DNA of Parent-Teen Relationships
	Gary Smalley
	Parenting
	
	

	Kingdom Parenting
	Myles Munroe
	Parenting
	
	

	AmaZulu
	Walter Golightly
	History
	
	

	Heaven
	Randy Alcorn
	Theology
	
	

	Getting Things Done
	David Allen
	Productivity
	
	

	To Catch a Thief
	Richard
	Story/Conversion
	
	

	Ready for Anything
	David Allen
	Productivity
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	My GTD Growth List

	Spend 5 minutes thinking about each project to determine the outcome of the project.

	Do not mix the Process and Do phases of the GTD workflow.

	Do not date tasks as due today unless they have to be done today!

	After meetings play the role of the coach and identify projects, next actions and then become a player where you do the tasks.

	Check out DocuWiki.

	My goal is to GTD instinctively.

	Be willing to move some projects to my Someday/Maybe list.

	Think a thought only once: Collect it and then process it. Always have a capture tool handy.

	Limit the number of inputs in my life: email, blogs, web searching, books to read, people to connect with, say no more.

	Create a list of my 5 to 10 year goals for family, work and my personal life.

	Create space to play, rest and shop in my week.

	Create blocks of time to think in my week.

	

	

	

	

	

	

	

	

	


	My Values List

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	My Goals List

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	10 Most Important People List

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	* Call, write, or visit them and make sure they know how important they are (at least once a month).

* Find out what they want out of life and see if there is anyway I can help them get it.

* Figure out ways to make our relationship stronger.

* Give something meaningful to them with no expectation of anything in return.

* Invite and encourage them to ask me for help whenever they need it.

	My Bad Habits List

	The Habit
	Action Plan
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


