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ORIGINAL BOOK DETAILS FOR GETTING THINGS DONE:
A completely revised and updated edition of the blockbuster bestseller from “the personal productivity guru”
(Fast Company)

Since it was first published almost fifteen years ago, David Allen’s Getting Things Done has become one of
the most influential business books of its era, and the ultimate book on personal organization. “GTD” is now
shorthand for an entire way of approaching professional and personal tasks, and has spawned an entire
culture of websites, organizational tools, seminars, and offshoots.

Allen has rewritten the book from start to finish, tweaking his classic text with important perspectives on the
new workplace, and adding material that will make the book fresh and relevant for years to come. This new
edition of Getting Things Done will be welcomed not only by its hundreds of thousands of existing fans but
also by a whole new generation eager to adopt its proven principles.

Paperback: 352 pages
Publisher: Penguin Books; Revised edition (March 17, 2015)

Get more book summaries at http://www.getflashnotes.com

About the Author
David Allen is widely recognized as the world’s leading expert on personal and organizational productivity.
He has more than thirty years of pioneering research and experience as a management consultant and
executive coach to some of America’s most prestigious organizations, such as New York Life, the World
Bank, and the U.S. Navy.
Excerpt. © Reprinted by permission. All rights reserved.

Table of Contents

Title Page

Copyright Page

Dedication

Acknowledgements



part 1 - The Art of Getting Things Done

Chapter 1 - A New Practice for a New Reality

Chapter 2 - Getting Control of Your Life: The Five Stages of Mastering Workflow

Chapter 3 - Getting Projects Creatively Under Way: The Five Phases of Project Planning

part 2 - Practicing Stress-Free Productivity

Chapter 4 - Getting Started: Setting Up the Time, Space, and Tools

Chapter 5 - Collection: Corralling Your “Stuff”

Chapter 6 - Processing: Getting “In” to Empty

Chapter 7 - Organizing: Setting Up the Right Buckets

Chapter 8 - Reviewing: Keeping Your System Functional

Chapter 9 - Doing: Making the Best Action Choices

Chapter 10 - Getting Projects Under Control

part 3 - The Power of the Key Principles

Chapter 11 - The Power of the Collection Habit

Chapter 12 - The Power of the Next-Action Decision

Chapter 13 - The Power of Outcome Focusing

Conclusion

Index

Praise for Getting Things Done

“The Season’s Best Reads for Work-Life Advice . . . my favorite on organizing your life: Getting Things
Done . . . offers help building the new mental skills needed in an age of multitasking and overload.”

—Sue Shellenbarger, The Wall Street Journal



“I recently attended David’s seminar on getting organized, and after seeing him in action I have hope . . .
David Allen’s seminar was an eye-opener.”

—Stewart Alsop, Fortune

“Allen drops down from high-level philosophizing to the fine details of time management. Take a minute to
check this one out.”

—Mark Henricks, Entrepreneur

“David Allen’s productivity principles are rooted in big ideas . . . but they’re also eminently practical.”

—Keith H. Hammonds, Fast Company

“David Allen brings new clarity to the power of purpose, the essential nature of relaxation, and deceptively
simple guidelines for getting things done. He employs extensive experience, personal stories, and his own
recipe for simplicity, speed, and fun.”

—Frances Hesselbein, chairman, board of governors,
The Drucker Foundation

“Anyone who reads this book can apply this knowledge and these skills in their lives for immediate results.”

—Stephen P. Magee, chaired professor of business and
economics, University of Texas at Austin
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From reader reviews:

Daniel McCullough:

Reading a e-book tends to be new life style within this era globalization. With reading through you can get a
lot of information which will give you benefit in your life. Together with book everyone in this world can
easily share their idea. Publications can also inspire a lot of people. A lot of author can inspire their very own
reader with their story or maybe their experience. Not only the story that share in the guides. But also they
write about the ability about something that you need example of this. How to get the good score toefl, or
how to teach your sons or daughters, there are many kinds of book that you can get now. The authors
nowadays always try to improve their proficiency in writing, they also doing some investigation before they
write to the book. One of them is this Getting Things Done: The Art of Stress-Free Productivity by David
Allen - Book Summary.

David Manning:

People live in this new day time of lifestyle always aim to and must have the free time or they will get large
amount of stress from both daily life and work. So , when we ask do people have spare time, we will say
absolutely sure. People is human not only a robot. Then we question again, what kind of activity do you have
when the spare time coming to anyone of course your answer will certainly unlimited right. Then do you
ever try this one, reading guides. It can be your alternative inside spending your spare time, the particular
book you have read is Getting Things Done: The Art of Stress-Free Productivity by David Allen - Book
Summary.

Laurence Asher:

You can get this Getting Things Done: The Art of Stress-Free Productivity by David Allen - Book Summary
by browse the bookstore or Mall. Simply viewing or reviewing it could possibly to be your solve issue if you
get difficulties on your knowledge. Kinds of this e-book are various. Not only by simply written or printed
but additionally can you enjoy this book simply by e-book. In the modern era including now, you just
looking by your local mobile phone and searching what their problem. Right now, choose your current ways
to get more information about your e-book. It is most important to arrange yourself to make your knowledge
are still update. Let's try to choose appropriate ways for you.

Danilo Ernest:

Reading a reserve make you to get more knowledge from this. You can take knowledge and information
from the book. Book is created or printed or created from each source that will filled update of news. On this
modern era like at this point, many ways to get information are available for an individual. From media
social just like newspaper, magazines, science book, encyclopedia, reference book, new and comic. You can
add your knowledge by that book. Are you hip to spend your spare time to open your book? Or just looking
for the Getting Things Done: The Art of Stress-Free Productivity by David Allen - Book Summary when you
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