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[FAST Workflow™ Principle

For items that arrive into your “In Tray” or “E-mail Inbox”

’ﬂ PN  “What is the next ACTION?” N

ile ----------- > | .Into your individual files?
« Into the main company files?

F « Into your Contact Manager such as Outlook, Act, Maximizer, etc.?

> I Does it go into your Action files? |

. N N OR
> | Does it require action by you? ‘ ‘

> | Does it go into your Tickler File? |
L :
« Delegate it

Does it require action
> q > | «Then schedule the next required

by someone else? X A
4 Action: Call, E-mail, Discuss, etc.

Into your calendar? ‘

> ‘ Into someone else’s calendar? ‘

+ Is the information current enough

T to use?
? - . :
0SS ---remeeees > | Totossornot to toss? > | .What is the specific use for this?

- Can | obtain it again?

« Are there tax or legal implications?

+ Do you want to shred it?

«“If | toss this, what's the worse
possible scenario?”
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