BREAK YOUR PATTERNS!
GETTING THINGS DONE®

LEVEL 1: FUNDAMENTALS
MASTERING WORKFLOW SERIES
Participant Course
Materials

A robust participant packet that includes:
• Getting Things Done book by David Allen
• Participant Workbook
• GTD Workflow Map
• GTD Methodology Guides
• The 5 GTD Steps Reinforcement Program

I&I Series Options

To support learners’ mastery of this level,
I&I Series options include:
• Guided Setups for common software
• Guided Mind Sweep
• Guided GTD Weekly Review®
• Calendar Management
• Email Management
• Installation Lab

About David Allen
Company

David Allen Company is a global training
and consulting company, widely considered
the leading authority in the fields of
organizational and personal productivity.

COURSE OVERVIEW

The Level 1: Fundamentals Course presents the groundbreaking GTD®
methodology for achieving control in a world of constant change and everincreasing input. This powerful program delivers a highly effective and
sustainable way to attain greater levels of personal productivity.
Participants will learn the Five Steps of Mastering Workflow:
01 Capture (collect what has your attention)
02 Clarify
(process what it means)
03 Organize (put it where it belongs)
04 Reflect
(review frequently)
05 Engage (simply do)

PROGRAM FORMAT

Level 1: Fundamentals pairs a one-day classroom learning experience with
the Installation and Implementation (I&I) Series. The I&I Series is delivered in
webinar or workshop format and is a dynamic way to ensure participants are wellequipped to build and maintain trusted systems and deepen their learning.

Your mind is for having ideas,
not holding them.®

GTD COACHING
®

PROGRAM OVERVIEW
Participant Course Materials
A robust participant packet that includes:
• Getting Things Done book by David Allen
• GTD Workflow Map
• GTD Methodology Guides

Our two-day GTD® Coaching is a custom-built installation program, delivered
on-site. Participants will learn the fundamentals of the Getting Things Done®
methodology, tailored to specific roles, responsibilities, learning styles and
current workflow systems and tools.

PROGRAM FOCUS & LEARNING OBJECTIVES
• Understanding the key principles of the GTD methodology
• Understanding the five steps of Mastering Workflow
• Targeted implementation support for those who have read the book and
have not yet started to set up their system
• Best practices on fine-tuning a system already set up
• Ability to explain the thought process for clarifying outcomes, projects,
and next actions
• Ability to identify and take the immediate next actions to effectively
implement the GTD methodology
• Ability to identify the i nventory of commitments necessary for effective
operational review

PROGRAM FORMAT

• One consultation call prior to the on-site session, to assess needs and
opportunities
• Two contiguous days on-site that provide one-on-one training in the client’s
personal workspace designed to introduce and install the GTD methodology
• Two follow-up calls, within three months of the on-site session

