
The 5-Minute Brain Dump
Set a 5-minute timer. Write everything on your mind. Don't sort, don't judge. Just empty the warehouse. Date

STEP 1 ·  EMPTY YOUR HEAD (5 MINUTES)

Tasks & to-dos
Anything you need to do, big or small

Worries & open loops
Things bothering you, waiting on, unresolved

Ideas
Projects, plans, "wouldn't it be good if…"

People & promises
Calls, messages, things you said you'd do

STEP 2 ·  SORT (2 MINUTES): MARK EACH ITEM WITH A LETTER

D · Do
Under 2 minutes? Do it today.

S · Schedule
Give it a day on your calendar.

H · Hand off
Can someone else do it?

L · Later
Park it. Not this week.

STEP 3 ·  CHOOSE TODAY'S 3

1. Most important task

2. Second priority

3. One small win
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