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The Getting Things Done (GTD) framework is a personal productivity 
methodology developed by productivity consultant David Allen A. It's designed to 
help individuals manage their tasks and responsibilities more effectively by 
providing a clear and structured approach to organizing work and personal life B. 
Here are the five core steps of the GTD framework:

1. Capture: Collect everything that has your attention. Write down or record any 
tasks, ideas, or commitments that come to mind C.

2. Clarify: Process what you've captured. Determine if each item is actionable. If 
it is, decide the next action required and the project it belongs to C. If not, 
decide if it's trash, reference material, or something to put on hold C.

3. Organize: Put everything in its place. Store reminders of your categorized 
content in appropriate places, such as calendars, to-do lists, or project files C.

4. Reflect: Review your system regularly. Update and review all pertinent system 
contents to regain control and focus C.

5. Engage: Simply do. Use your trusted system to make action decisions with 
confidence and clarity C.

The GTD method helps reduce stress and increase productivity by ensuring that 
nothing falls through the cracks and that you always know what to work on next B. 
It's a popular system used by many professionals and individuals to manage their 
workload and maintain a clear mind B.
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Would you like to know more about how to implement GTD in your daily routine?


