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Introduction 
 

You Don't Need Another Productivity Hack 
 

 
Let me tell you something. 

 

If you are already busy, the last thing you may need is another productivity system. 

 

You may already have a calendar. A task app. Notes on your phone. A planner on 

your desk. Reminders. Email. Cloud storage. Maybe even an AI assistant. 

 

And yet, you still sometimes stop and think: 

 

“Where did I put that?” 
 

You know the feeling. 

 

You remember that you wrote something down, but you cannot remember where. 

You have an important task, but it is sitting on one of three different lists. You saved 

an article because you wanted to read it later, and now you have hundreds of saved 

posts. 

 

Your calendar says one thing. 

 

Your task list says another. 

 

Your notes have something else. 

 

And your brain is trying to keep track of all of it. 

 

That is not a lack of discipline. 



 

It is a system problem. 
 

I learned this the hard way. I once found myself checking different apps and notes 

just to find one piece of information I knew I had saved. The funny part? Those tools 

were supposed to save me time. 

 

Instead, I was spending time managing the tools. 

 

That was the moment I started asking a different question. 

 

Not: 

 

“What productivity tool am I missing?” 
 

But: 

 

“Why do I need so many places to manage my life?” 
 

That question changed everything. 

 

Why Your Productivity System Feels So Complicated 
 

Here is what nobody tells you. 

 

Productivity problems do not always come from having too little structure. 

 

Sometimes they come from having too much structure. 
 

It usually starts innocently. 

 

You download an app because someone says it is great for tasks. 

 



Then you find another app for notes. 

 

Then another for habits. 

 

Then another for goals. 

 

Then you create a new spreadsheet. 

 

Then you start using a planner. 

 

Then you save a few productivity videos because you want to build the “perfect 

system.” 

 

Before long, you have built a small company just to manage yourself. 

 

And now you have more things to check. 

 

More passwords to remember. 

 

More notifications. 

 

More lists. 

 

More dashboards. 

 

More decisions. 

 

More places where something important could be hiding. 

 

This is what I call productivity sprawl. 
 

Productivity sprawl is what happens when your tools, lists and systems grow faster 

than your ability to manage them. 

 



Think about your digital life for a moment. 

 

You may have a task in one app. 

 

A reminder on your phone. 

 

An appointment in your calendar. 

 

A document in cloud storage. 

 

A useful idea buried in an email. 

 

A screenshot saved for later. 

 

Twenty browser tabs you swear you will come back to. 

 

And a note somewhere that simply says: 

 

“Don't forget.” 
 

But forget what? 

 

That is the problem. 

 

Your system should help your brain feel lighter. 

 

It should not make your brain work harder. 

 

And this is where many smart, successful people get caught. 

 

You are good at adding. 

 

Another tool. 

 



Another process. 

 

Another meeting. 

 

Another list. 

 

Another dashboard. 

 

But sometimes the next step is not to add. 

 

It is to remove. 
 

The Shift 
 

Between you and me, I don't believe the goal of productivity is to control every 

second of your life. 

 

That sounds exhausting. 

 

The goal is to make important things easier to find, easier to remember and easier to 

act on. 

 

You do not need to manage more things. 

 

You need to make fewer things harder to manage. 
 
You do not need the perfect app. 

 

You need a system you understand. 

 

You do not need ten places to store information. 

 

You need to know where something belongs. 



 

You do not need to check five systems before starting your day. 

 

You need a trusted place that tells you what matters. 

 

That is the shift. 

 

And once you see it, productivity starts to look different. 

 

What the One-Home Method™ Will Change 
 

This is where THE ONE-HOME METHOD™ comes in. 

 

The idea is simple. 

 

Your important information needs a clear home. 
 

Not necessarily one app. 

 

Not one magical dashboard. 

 

Not some complicated setup that takes three weeks to build. 

 

A clear home. 

 

A place where you know where things go and where you know where to find them 

again. 

 

The method has five simple movements: 

 

GATHER → CUT → MERGE → ASSIGN → RUN 
 

First, you GATHER. 
 



You bring your scattered tasks, notes, commitments and information into view. 

 

Then you CUT. 
 

You remove what no longer matters. Old tasks. Duplicate information. Things you 

keep “just in case.” Noise that keeps asking for your attention. 

 

Then you MERGE. 
 

You look at the systems doing the same job and simplify them. 

 

After that, you ASSIGN. 
 

Everything important gets a clear home. 

 

Your tasks have a home. 

 

Your calendar has a home. 

 

Your notes have a home. 

 

Your files have a home. 

 

Your important information has a home. 

 

Finally, you RUN. 
 

You create a simple rhythm for using the system without turning it into another 

project. 

 

That last part matters. 

 

Because building a beautiful system that you never use is still a failed system. 

 



The best system is not the one with the most features. 

 

It is the one you can trust. 

 

It is the one you can understand. 

 

It is the one you can return to when life gets busy. 

 

And life will get busy. 

 

You will have a full inbox. 

 

A busy week. 

 

Unexpected calls. 

 

New ideas. 

 

New projects. 

 

Travel. 

 

Family responsibilities. 

 

Business decisions. 

 

Things will get messy again. 

 

That does not mean your system failed. 

 

It means you are living a real life. 

 

The purpose of THE ONE-HOME METHOD™ is not to create a perfect life. 

 



It is to create a simple place you can return to when life becomes noisy. 

 

By the time you finish this guide, you will have a clear way to look at your current 

productivity setup, remove what is creating friction, bring overlapping systems 

together, give important things a home, and create a simple rhythm you can actually 

maintain. 

 

No magic. 

 

No complicated productivity religion. 

 

No endless search for the next perfect app. 

 

Just a simpler way to manage what matters. 

 

But before we can build a simpler system, we need to understand how the mess 

happened in the first place. 

 

Because once you see why your productivity system became so complicated, 
you will start seeing the problem in a completely different way. 

 

And that is where we begin.  



Chapter 1  

 Your Productivity System Might Be the Problem
 

You may remember what we talked about in the Introduction. 

You probably do not have a motivation problem. 

You may not have a discipline problem either. 

You may simply have too many things competing for your attention. 

And here is the part that may surprise you: 

You probably did not plan for this to happen. 

You did not wake up one morning and say, “Today, I am going to create a 

complicated productivity system.” 

It happened slowly. 

One app at a time. 

One list at a time. 

One reminder at a time. 

One “better system” at a time. 

Until one day, you looked around and realized you had built a system that needed its 

own system. 

I know that feeling. 

And if you are managing a business, leading a team, building something important, 

or simply trying to keep your personal life together, this can become expensive. 

Not always in money. 



In time, attention and mental space. 

How Productivity Sprawl Begins 

Let's start with something simple. 

You get a new idea. 

You write it in your phone. 

Then you remember that you already have a notes app, so you move it there. 

Later, you decide the idea needs action, so you create a task for it. 

Then you add a reminder. 

A few days later, you see the reminder. 

But now you cannot remember where the original note is. 

So you search your notes. 

Then your email. 

Then your messages. 

Then your files. 

Maybe you even search your browser history. 

You eventually find it. 

Five or ten minutes are gone. 

Nothing is wrong with any of the tools. 

The problem is where the information lives. 

This is how productivity sprawl begins. 

It usually starts with a good intention. 



You want to remember more. 

You want to work faster. 

You want to stay organized. 

You want to stop forgetting important things. 

So you add something that promises to help. 

And sometimes it does. 

For a while. 

Then something else gets added. 

Then another. 

And another. 

Soon, you have: 

●​ A calendar for appointments 

●​ A task app for things to do 

●​ A notes app for ideas 

●​ A planner for goals 

●​ A spreadsheet for tracking 

●​ An email inbox full of reminders 

●​ Phone reminders 

●​ Saved articles 

●​ Screenshots 

●​ Browser bookmarks 

●​ Cloud folders 

●​ Project software 

●​ Maybe an AI tool too 

Again, none of these tools are automatically bad. 

The problem starts when you no longer know which one you should trust. 



That is when your system begins to create friction. 

Every new place creates a small question. 

“Did I put it here?” 

“Or there?” 

“Did I already add this?” 

“Was that the old list?” 

“Which calendar has the appointment?” 

“Where did I save that document?” 

Small questions may seem harmless. 

But when you have hundreds of them over a week, they add up. 

Your brain is doing work that your system was supposed to do. 

The Quiet Cost of Too Many Places 

Think about your email inbox. 

You may have important messages sitting beside newsletters, receipts, old 

conversations, meeting updates and things you told yourself you would read later. 

Now imagine adding three more places where important information can hide. 

That is what happens with productivity sprawl. 

You are not only managing your work. 

You are managing where your work is stored. 

That is a different job. 

And it can become exhausting. 



Imagine you are about to start an important meeting. 

You have five minutes. 

You need one document. 

You know you have it somewhere. 

You open your laptop. 

You check your email. 

Nothing. 

You check your cloud drive. 

Still nothing. 

You check your notes. 

No. 

You search your messages. 

Finally, you find the file in a folder you created six months ago. 

The meeting has now started. 

This is not a failure of effort. 

You were trying to be organized. 

Your system simply made the search harder than it needed to be. 

That is why I want you to start looking at productivity differently. 

A productivity system should reduce searching, not create more places to 
search. 

The “Just One More App” Trap 



Now we get to one of the easiest traps to fall into. 

The “just one more app” trap. 

Your current system feels messy. 

So you think: 

“Maybe I just need a better app.” 

Your task list feels crowded. 

“Maybe I need a better task manager.” 

Your notes are everywhere. 

“Maybe I need Notion.” 

Your calendar feels confusing. 

“Maybe I need a better calendar setup.” 

You keep forgetting things. 

“Maybe I need another reminder.” 

You cannot focus. 

“Maybe I need a focus app.” 

You feel overwhelmed. 

“Maybe I need a productivity dashboard.” 

Do you see the pattern? 

There is nothing wrong with looking for a better tool. 

The problem is when every problem gets solved by adding another tool. 

The cycle starts looking like this: 



PROBLEM → NEW TOOL → EXCITEMENT → MORE COMPLEXITY → NEW 
PROBLEM → NEW TOOL 

And the cycle continues. 

I have seen this pattern in my own life. 

You find a new tool and suddenly everything feels possible. 

You set it up. 

You choose the colors. 

You create folders. 

You build categories. 

You make a beautiful dashboard. 

For an hour, you feel productive. 

Maybe for a week, everything feels great. 

Then real life happens. 

A busy Monday arrives. 

Three meetings appear. 

Someone sends an urgent message. 

A new project starts. 

You travel. 

Your routine changes. 

And suddenly the beautiful system needs updating. 

Then you stop using it. 

A few weeks later, you discover another productivity video. 



And you think: 

“This is the system I've been looking for.” 

Here we go again. 

The problem was never always the tool. 

Sometimes the problem was that there was no simple structure behind the tool. 

Setting Up a System Is Not the Same as Using One 

This is an important difference. 

You can spend two hours building a beautiful productivity system and still have no 

idea what you should do today. 

You can create ten categories and still forget an important task. 

You can buy the best planner in the world and still leave it sitting on your desk. 

You can download the newest app and never open it again after the first week. 

There is nothing wrong with enjoying these tools. 

I actually like good tools. 

The question is different: 

Does this tool make my life easier to manage? 

That is the test. 

Not: 

“Does this tool have more features?” 

Not: 

“Does everyone online recommend it?” 



Not: 

“Does the dashboard look impressive?” 

Simply: 

Does it reduce friction? 

Because tools should serve your system. 

The system should not serve the tools. 

Why More Tools Don't Always Mean More Control 

Let's imagine someone has: 

●​ One calendar for work 

●​ Another calendar for personal life 

●​ Three task lists 

●​ Two note apps 

●​ Phone reminders 

●​ Email reminders 

●​ A project-management platform 

On paper, they look extremely organized. 

But at 8:00 in the morning, they still ask: 

“What should I focus on today?” 

That tells us something. 

Having more information is not the same as having more clarity. 

You can have more tools and still have less control. 

You can have more lists and still forget things. 

You can have more reminders and still miss something important. 



You can have more systems and still feel behind. 

Why? 

Because every system creates a small amount of work. 

You have to check it. 

Update it. 

Maintain it. 

Remember how it works. 

Decide what belongs there. 

And sometimes move information from one place to another. 

One small task is not much. 

But multiply that by dozens of tools, lists and responsibilities. 

Now you have a system that takes energy just to keep alive. 

And when your work and personal life are already full, that extra work matters. 

Your attention is limited. 

So you want to spend it on things that actually matter. 

Building the business. 

Serving your customers. 

Making important decisions. 

Creating. 

Leading. 

Learning. 



Spending time with people you care about. 

Not wondering which app contains the note you wrote three weeks ago. 

More Is Not Always Better 

There is a strange idea in modern productivity: 

If something is good, more of it must be better. 

More apps. 

More features. 

More dashboards. 

More automation. 

More trackers. 

More goals. 

More metrics. 

More routines. 

But life does not always work that way. 

Think about your kitchen. 

Having one good knife is useful. 

Having ten knives can also be useful. 

But if every drawer is full of tools and you cannot find the one you need, the problem 

is no longer a lack of tools. 

It is the lack of clarity. 

Your productivity system is similar. 



The goal is not to throw away everything. 

The goal is to understand what each tool is doing and whether you actually need it. 

A business owner may need project-management software. 

A designer may need several creative tools. 

A family may need a shared calendar. 

An executive may work with systems provided by their company. 

That is completely fine. 

The goal is not fewer tools at any cost. 

The goal is fewer unnecessary decisions. 

You should know what each tool is for. 

You should know where important information belongs. 

You should know which place you trust. 

And you should know what does not need a separate system. 

That is a much better form of simplicity. 

The First Step Is Not Deleting Everything 

You may be thinking: 

“Okay, so should I delete all my apps?” 

No. 

Please don't. 

Not yet. 



Remember, we are not trying to create a minimalist life just for the sake of looking 

organized. 

We are trying to create a life that is easier to manage. 

So before you remove anything, we need to see the whole picture. 

You cannot simplify what you cannot see. 

This is your first small exercise. 

Take 10–15 Minutes 

Grab a piece of paper or open a blank note. 

Write down every place where you currently keep important information. 

Don't organize it. 

Don't judge it. 

Just list it. 

For example: 

1.​ Calendar 

2.​ Task app 

3.​ Notes app 

4.​ Email 

5.​ WhatsApp or messages 

6.​ Cloud storage 

7.​ Browser bookmarks 

8.​ Screenshots 

9.​ Paper notebook 

10.​Phone reminders 

11.​Spreadsheets 

12.​Project-management software 

13.​Saved social media posts 



14.​AI conversations 

15.​Anything else you use 

Now look at your list. 

You may be surprised. 

You may discover that you have five different places holding tasks. 

You may find three places holding notes. 

You may realize that you have information saved in places you had completely 

forgotten about. 

That is okay. 

Do not fix anything yet. 

Today, we are simply turning the lights on. 

Because you cannot clean a room properly if you cannot see what is inside it. 

The Question That Changes Everything 

Now look at every tool on your list and ask: 

“What job is this doing?” 

Not: 

“Is this a good app?” 

Not: 

“Do successful people use this?” 

Not: 

“Does it have great features?” 

Ask: 



“What job does this do for me?” 

If two tools have the same answer, pay attention. 

Maybe both are holding tasks. 

Maybe both are holding notes. 

Maybe both are reminders. 

Maybe both are storing information you want to remember. 

That does not mean one must immediately go. 

It simply means you have found something worth examining. 

This is where the real reset begins. 

Because once you stop asking, “What new tool do I need?” 

and start asking, 

“What can I simplify?” 

you are no longer chasing productivity. 

You are designing it. 

And that is a very different way to think. 

Your system should make important things easier to see, easier to find and easier to 

act on. It should not force you to become the manager of ten different systems just to 

get through an ordinary week. 

You do not need to fix everything today. 

For now, just notice the sprawl. 

Look at it honestly. 



Because in the next chapter, we are going to deal with something even more 

important: why the systems you have already tried often work at first, then 
slowly become messy again. 

Once you understand that pattern, you will stop blaming yourself every time a 

productivity system falls apart and you will finally be ready to build something that 

can survive real life.  



Chapter 2  

Why Everything You've Tried Keeps Getting Messy 

 
Remember what we saw in the last chapter? 

You probably did not create a complicated productivity system on purpose. 

It happened slowly. 

One app became two. Two became five. A simple task list became several lists. A 

few saved notes became hundreds. 

And before long, the tools that were supposed to make life easier started asking for 

your attention too. 

But here's where it gets interesting. 

You may have already tried to fix this. 

Maybe more than once. 

You cleaned your inbox. 

You bought a new planner. 

You downloaded a new app. 

You created a beautiful dashboard. 

You made a fresh to-do list on Monday morning and promised yourself: 

“This time, I will stay on top of everything.” 

For a while, it worked. 

Then life happened. 

And slowly, the mess came back. 



So what went wrong? 

The Fresh Start Feels Amazing 

There is something powerful about starting fresh. 

A new notebook feels clean. 

A new app feels exciting. 

A blank calendar feels full of possibility. 

You look at it and think: 

“This is it. I've finally got my life together.” 

I understand that feeling. 

The problem is not the fresh start. 

The problem is that a fresh start does not automatically create a better system. 

You can move all your tasks into a brand-new app and still have too many tasks. 

You can organize your notes into beautiful folders and still have no idea what 

deserves your attention. 

You can create a perfect weekly plan and still have an unexpected Tuesday destroy 

it. 

A new container does not always fix what is inside the container. 

That's why many productivity systems feel great at the beginning. 

They give you a clean surface. 

But they do not always solve the deeper problem. 

You Built a System for Your Best Day 

This is one of the biggest mistakes I have noticed. 



People often build productivity systems for the version of themselves they wish they 
could be every day. 

They plan the perfect morning. 

They schedule focused work. 

They add exercise. 

They add reading. 

They add learning. 

They add family time. 

They add planning. 

They add a review. 

Everything fits perfectly. 

Until real life arrives. 

A client calls. 

A flight changes. 

A child needs attention. 

A team member has a problem. 

A meeting runs over. 

Your energy is low. 

Something urgent appears. 

Now the beautiful system is broken. 

So you stop using it. 

Then you feel like you failed. 



But maybe you did not fail. 

Maybe the system was simply too fragile. 

A good system must work on ordinary days, not only perfect days. 

That's a big difference. 

The Productivity System Becomes Another Task 

Think about what happens when your system needs constant care. 

You have to update your dashboard. 

Move tasks between lists. 

Clean your notes. 

Sort your folders. 

Tag information. 

Review your goals. 

Update your tracker. 

Check your reminders. 

Rebuild your weekly plan. 

At some point, you may spend more time managing the system than using it. 

That's when I want you to stop and ask: 

“Is this helping me do the work, or am I doing work for the system?” 

That question is powerful. 

Because productivity tools are meant to support your life. 

They are not supposed to become another responsibility. 



The Problem With Copying Someone Else's System 

You have probably seen this online. 

Someone shows their incredible productivity setup. 

Maybe it has a beautiful dashboard. 

Everything has a color. 

There are folders for everything. 

There are charts. 

There are automated reminders. 

There are pages for goals, habits, finances, reading, travel and personal growth. 

It looks amazing. 

You think: 

“I need this.” 

So you copy it. 

But there is a problem. 

You are not that person. 

Their work is different. 

Their responsibilities are different. 

Their brain may work differently. 

Their family situation may be different. 

Their business may be different. 

Their priorities may be different. 



Their system may solve a problem you do not even have. 

This is why copying productivity systems can create more work. 

You are trying to fit your life into someone else's structure. 

And when it does not work, you may think something is wrong with you. 

Usually, the better question is: 

“Does this system fit my real life?” 

The “Perfect System” Trap 

There is another trap hiding here. 

You start believing there is a perfect productivity system somewhere. 

You just have to find it. 

So you keep searching. 

You watch another video. 

Read another article. 

Download another template. 

Try another app. 

Save another productivity post. 

And suddenly, learning about productivity has become a form of procrastination. 

You are planning to get organized instead of actually getting organized. 

I've done this too. 

You can spend an entire evening researching the best way to manage your tasks 

when the real answer is sitting in front of you: 

Choose what matters and do it. 



Sometimes simplicity feels too boring. 

But boring can be powerful. 

A simple system that you use every day will beat a brilliant system that you abandon 

every two weeks. 

Your Life Keeps Changing 

There is another reason systems become messy. 

Your life changes. 

Your priorities change. 

Your work changes. 

Your business grows. 

Your responsibilities change. 

A system that worked when you had one project may stop working when you have 

five. 

A system that worked when you worked alone may stop working when you manage 

a team. 

A system that worked during a quiet month may stop working during a busy season. 

That does not mean the system was useless. 

It means it needs to adapt. 

This is why I don't want you to build something rigid. 

I want you to build something simple enough to change without breaking. 

That's a major difference. 

The Hidden Problem: Too Many Decisions 



Here's something else people often miss. 

Every system creates decisions. 

Where should this task go? 

Should I put this in my notes? 

Should I create a project? 

Should this be a reminder? 

Should I put it on my calendar? 

Should I make a new folder? 

Should I create a new tag? 

Should I save this? 

Should I delete it? 

When you have one or two simple systems, these decisions are easy. 

When you have many overlapping systems, they become tiring. 

You start spending energy deciding where something belongs instead of deciding 

what should actually happen next. 

And that is a quiet form of friction. 

You Don't Need to Organize Everything 

This may sound strange, but hear me out. 

Not everything needs to be organized. 

Some things need to be deleted. 

Some things need to be ignored. 

Some things need to be finished. 



Some things need to be delegated. 

Some things were never important in the first place. 

This is why organization alone is not enough. 

If you have 500 things that do not matter, putting them into 20 beautifully named 

folders has not solved the real problem. 

You have simply organized the clutter. 

That's why our approach is going to be different. 

Before we build anything, we will decide what deserves to stay. 

A Simple Test 

Take one thing from your current system. 

It could be a task, note, saved article, reminder or project. 

Ask yourself three questions: 

1. Does this still matter? 

2. Does this still need my attention? 

3. Does this need to live in my system? 

If the answer is no, you may already know what to do. 

Delete it. 

Archive it. 

Finish it. 

Delegate it. 

Or let it go. 



You do not need to keep something simply because you once thought it was 

important. 

Your system should reflect your life today, not a museum of everything you have 

ever wanted to do. 

What Actually Needs to Change 

By now, you may see the pattern. 

Your previous systems may not have failed because they were badly designed. 

Some may have failed because they tried to solve the wrong problem. 

They gave you more structure when you needed more clarity. 

They gave you more features when you needed fewer decisions. 

They gave you more places to store things when you needed fewer places to look. 

They focused on adding instead of removing. 

And that brings us to the most important shift in this entire guide. 

We are not going to build a bigger productivity system. 

We are going to build a simpler one. 

One that starts with your real life. 

One that can survive busy days. 

One that does not require constant rebuilding. 

One that gives important things a clear place. 

One that you can return to when everything gets noisy. 

That is the thinking behind THE ONE-HOME METHOD™. 

But before we start building it, there is one more thing we need to do. 



We need to clear the space. 

Because if your current system is full of old tasks, duplicate notes, forgotten 

commitments, unused tools and information you no longer need, creating a new 

structure on top of all that will only give your clutter a nicer home. 

So now we are ready for the first real move. 

Gather everything. 

Not to organize it. 

Not to judge it. 

Not to fix it. 

Just bring it into view. 

Because you cannot simplify what you cannot see.  



Chapter 3  

 Gather: Stop Hunting for Your Own Life 

 

So now you understand why your old systems kept getting messy. 

The problem was not always the app. 

It was not always your discipline. 

And it was certainly not because you were incapable of getting organized. 

You were often trying to manage information that was scattered across too many 
places. 

So now we do something different. 

Before we organize anything, we gather everything. 

This is the first move of THE ONE-HOME METHOD™. 

And it may feel almost too simple. 

But stay with me. 

You cannot simplify what you cannot see. 

First, Stop Trying to Remember Everything 

Your brain is amazing. 

But it was never designed to act like a storage box for every task, idea, appointment, 
password reminder, article, project and promise you have made. 

Yet many of us expect it to do exactly that. 

You remember something while having coffee. 

“Call James.” 

Then you are in a meeting. 

“Send that proposal.” 

Then you are walking somewhere. 



“Book the flight.” 

Then an idea comes to you. 

“I should start that new project.” 

You tell yourself: 

“I'll remember.” 

Sometimes you do. 

Sometimes you don't. 

And sometimes you remember it at 11:47 p.m. when you are trying to sleep. 

That is not a great system. 

The goal is not to make your brain remember more. 

The goal is to give your brain fewer things it has to remember. 

That's what gathering helps us do. 

What Does “Gather” Actually Mean? 

Gathering means bringing the important loose pieces of your life into view. 

Not organizing them. 

Not fixing them. 

Not deleting them. 

Just finding them. 

Imagine cleaning a room. 

You would not start by arranging one shelf while clothes are still on the floor, papers 
are under the bed and boxes are hiding in the corner. 

First, you need to see what you are dealing with. 

Your productivity system is the same. 

We are going to look at the whole room. 

Your tasks. 



Your notes. 

Your reminders. 

Your calendar. 

Your ideas. 

Your projects. 

Your saved information. 

Your unfinished promises to yourself. 

Everything. 

Where Is Your Life Hiding? 

Let's make this practical. 

Take a moment and think about the places you currently use to store or remember 
things. 

Maybe you have: 

●​ A work calendar 

●​ A personal calendar 

●​ A task app 

●​ A notes app 

●​ Email 

●​ Phone reminders 

●​ Paper notebooks 

●​ Sticky notes 

●​ Cloud storage 

●​ Spreadsheets 

●​ Browser bookmarks 

●​ Screenshots 

●​ Saved social media posts 

●​ Messages to yourself 

●​ AI conversations 

●​ Project-management software 



●​ Random documents on your computer 

And there may be more. 

Don't worry if the list looks long. 

This is not a test. 

There is no prize for having fewer tools. 

We are simply turning the lights on. 

The Everything List 

Here is the first real exercise. 

Open a blank page. 

It can be a notebook, a document or a simple note on your phone. 

At the top, write: 

MY EVERYTHING LIST 

Now write down every place where you currently keep something you may need to 
remember, do, read, find or manage. 

For example: 

Tasks: 

Where do I keep things I need to do? 

Appointments: 

Where do I keep things that happen at a certain time? 

Ideas: 

Where do my business ideas, content ideas or personal ideas go? 

Notes: 

Where do I write information I want to remember? 

Files: 

Where are my important documents? 



Reminders: 

Where do I put things I don't want to forget? 

Saved information: 

Where do I save things I want to look at later? 

Take about ten minutes. 

Don't overthink it. 

Write everything that comes to mind. 

Now Find the Open Loops 

There is another part of gathering that matters. 

It is called an open loop. 

An open loop is something your brain still considers unfinished. 

Maybe you promised someone you would reply. 

Maybe you need to send an invoice. 

Maybe you want to book a trip. 

Maybe you have an unfinished project. 

Maybe you saved a course you want to complete. 

Maybe you told yourself you would finally clean up your files. 

Maybe you have an idea you keep saying you will work on “someday.” 

These things take up mental space because your brain knows they are not finished. 

So write them down. 

Don't try to decide what to do with them yet. 

Just capture them. 

The Five-Minute Brain Dump 

Now set a timer for five minutes. 

Write down anything that is currently taking up space in your head. 



Don't write perfect sentences. 

Just write. 

For example: 

●​ Reply to Sarah 

●​ Finish proposal 

●​ Renew passport 

●​ Book dentist appointment 

●​ Read that report 

●​ Organize photos 

●​ Check business expenses 

●​ Call the team 

●​ Plan next week's content 

●​ Fix website 

●​ Learn AI tool 

●​ Clean email 

●​ Cancel unused subscription 

Keep going until the five minutes are over. 

You may be surprised by how much comes out. 

And you may also notice something. 

Some of these things are important. 

Some are not. 

Some are old. 

Some take two minutes. 

Some need several hours. 

Some are not even things you still want to do. 

That's okay. 

We are not deciding yet. 

We are gathering. 



Don't Organize While You Gather 

This is where I want you to be careful. 

Your brain may want to start organizing immediately. 

You may look at a task and think: 

“Where should I put this?” 

Don't. 

You may find an old note and think: 

“I should create a folder for this.” 

Don't. 

You may find a hundred saved articles and think: 

“I need to categorize these.” 

Not yet. 

That is the old habit. 

We are doing something different. 

First gather. Then decide. 

If you start organizing while gathering, you can easily spend an hour making a 
beautiful system without discovering the full size of the problem. 

Think about moving house. 

You don't start decorating the new home while you are still discovering boxes in the 
old one. 

First, you find everything. 

Then you decide what deserves to come with you. 

A Real-Life Example 

Imagine Maya runs a growing business. 

She has a calendar for meetings. 

Her team uses project software. 



She keeps personal tasks in her phone. 

She writes business ideas in a notebook. 

Important emails sit in her inbox. 

She saves articles in her browser. 

She has screenshots on her phone. 

She also has a folder called: 

“IMPORTANT — FINAL FINAL 2.” 

You know the folder. 

Most of us have something like it. 

Maya is not disorganized because she lacks ambition. 

In fact, she has built a lot. 

Her problem is that information has no clear path. 

When she needs something, she searches. 

Then searches again. 

Then asks herself: 

“Where did I save that?” 

The first step is not telling Maya which app to use. 

The first step is helping her see all the places where her life currently lives. 

That is gathering. 

Your Gathering Map 

Now look at your Everything List. 

Next to each place, write what you use it for. 

 

 

 



For example: 

Place What I Keep There 

Calendar  Meetings and 
appointments  

Notes Ideas and 
information  

Task app Things I need to do 

Email Message and 
documents 

Cloud drive Files 

Phone 
reminders 

Things I might 
forget 

 

This tiny table can reveal a lot. 

You may notice that two places are doing the same job. 

You may notice that something important has no real home. 

You may discover that one tool is doing five jobs. 

You may also discover that you have been using a tool simply because you started 
using it years ago. 

Again, don't change anything yet. 

Just notice. 

The Three Questions 

As you gather, ask yourself three simple questions: 

1. Where does this live? 

Can I find it easily? 

2. What job is this place doing? 

Why am I keeping this here? 

3. Do I have another place doing the same job? 



That's it. 

You don't need complicated productivity theory. 

You are simply creating a map of your current system. 

And that map is valuable. 

Because now you can finally see the problem instead of feeling it. 

When Everything Is Finally in View 

Something interesting happens when you gather everything. 

The mess may look bigger at first. 

That's normal. 

Imagine turning on the lights in a room you thought was clean. 

You suddenly see the things you couldn't see in the dark. 

That doesn't mean the room became messier. 

You can simply see it now. 

The same thing happens here. 

You may discover 200 saved articles. 

Four task lists. 

Three notebooks. 

Hundreds of screenshots. 

Old projects. 

Unused reminders. 

Duplicate notes. 

Half-finished plans. 

Don't panic. 

This is good. 

You have reached an important point. 



You are no longer guessing what is wrong. 

You can see it. 

And once you can see it, you can make decisions. 

But gathering has another purpose. 

It shows you something even more important: 

Not everything you have collected deserves to stay. 

Some things need to be kept. 

Some need to be finished. 

Some need to be moved. 

Some need to be combined. 

And some simply need to disappear. 

That's where we go next. 

Because in the next chapter, we are going to do something many productivity 
systems forget to teach: 

we are going to remove things before we organize them. 

And honestly, that may be the most freeing part of the entire reset.  



Chapter 4  

Cut: Not Everything Deserves Your Attention 

 

So now you can see the mess. 

You have gathered the tasks, notes, reminders, ideas, files, saved information and all 
the other things living across your digital and physical life. 

Good. 

But now comes the part that many people skip. 

We are not going to organize all of it. 

Because some of it does not deserve to be organized. 

Some of it needs to go. 

This is the second move of THE ONE-HOME METHOD™: 

CUT. 

And I want you to think about that word carefully. 

We are not trying to make your system prettier. 

We are trying to make it lighter. 

You Don't Have to Keep Everything 

There is a simple trap that happens when people start organizing. 

They assume everything must have a place. 

So they create another folder. 

Another label. 

Another category. 

Another list. 

Another archive. 



And suddenly they have organized 300 things they did not even need. 

That is not simplicity. 

That is organized clutter. 

Think about your wardrobe. 

You may have clothes you have not worn in years. 

Maybe they are too small. 

Maybe they are too old. 

Maybe you simply do not like them anymore. 

But you keep them because you think: 

“I might need this one day.” 

Now imagine doing that with everything in your digital life. 

Every email. 

Every screenshot. 

Every saved article. 

Every task. 

Every idea. 

Every subscription. 

Every old project. 

Every document. 

Every notification. 

At some point, “just in case” becomes very expensive. 

Not because each item costs money. 

Because each item adds a little more noise. 

The Question We Usually Avoid 

When you look at something old, the easy question is: 



“Can I keep this?” 

That question will make you keep almost everything. 

Instead, ask: 

“Does this still deserve a place in my life?” 

That is a much better question. 

A saved article may have been useful six months ago. 

Is it still useful now? 

A task may have been important last month. 

Is it still important today? 

A business idea may have excited you last year. 

Do you still want to build it? 

A newsletter may have looked interesting when you subscribed. 

Do you still read it? 

A reminder may have been helpful once. 

Does it still need to exist? 

This is where the reset starts becoming powerful. 

You are not simply organizing your life. 

You are deciding what deserves your attention. 

Five Things You Can Do With Anything 

When you find something during your reset, you do not need a complicated decision 
tree. 

Give it one of five possible outcomes: 

1. KEEP 

It still matters. 

It still has a purpose. 



It stays. 

2. DELETE 

It has no real value anymore. 

Remove it. 

3. ARCHIVE 

You may need it someday, but it does not need to stay in your active system. 

Put it somewhere safe and out of your way. 

4. FINISH 

It is still important and needs action. 

Give it a clear next step. 

5. LET GO 

You do not need it. 

You are simply keeping it because you feel guilty, afraid or attached to the idea. 

Let it go. 

That last one can be surprisingly difficult. 

“But What If I Need It Later?” 

I know. 

This is where many people get stuck. 

You find an old document and think: 

“Maybe I'll need it.” 

You find a saved article: 

“I'll read it someday.” 

You find an old idea: 

“Maybe I'll come back to this.” 

You find a course: 



“I paid for it, so I should finish it.” 

And suddenly your system becomes a storage unit for every version of yourself you 
have ever been. 

Here's what I want you to remember: 

Keeping something does not make it useful. 

Sometimes keeping something simply makes it harder to find the things that actually 
matter. 

If something is genuinely important, archive it. 

You do not need to keep everything in front of your face. 

There is a difference between storing information and giving information your 
attention. 

That difference matters. 

The “Does This Still Matter?” Test 

Let's make this practical. 

Take one list from your Everything List. 

Your task list is a good place to start. 

Look at each item and ask: 

Does this still matter? 

If yes, ask: 

Does this need action? 

If yes, ask: 

What is the next physical step? 

For example: 

Instead of: 

“Work on website.” 

Write: 



“Send website changes to designer.” 

That's much clearer. 

If the task no longer matters, delete it. 

If it matters later but not now, move it somewhere appropriate. 

If it takes two minutes, consider doing it now. 

If someone else should handle it, delegate it. 

You are not trying to make a perfect list. 

You are trying to remove uncertainty. 

Your Saved Content Is Not Your To-Do List 

This deserves special attention. 

We live in a world where saving something is incredibly easy. 

You see a useful video. 

Save. 

You see an interesting post. 

Save. 

You find an article. 

Bookmark. 

Someone sends you a useful link. 

Save it. 

Someone recommends a book. 

Add it to your list. 

Soon you have hundreds of things waiting for a future version of you. 

And that future version never seems to arrive. 

I call this digital guilt. 

You see all the things you saved and feel like you should consume them. 



But you don't need to. 

You are allowed to delete something you never read. 

You are allowed to unsave something. 

You are allowed to say: 

“This was useful then. It is not useful now.” 

Your saved folder should not become a museum of your intentions. 

Cut Your Notifications Too 

There is another form of clutter that does not sit inside a folder. 

It follows you around. 

Notifications. 

Your phone buzzes. 

Your laptop flashes. 

Your watch vibrates. 

An email arrives. 

A message appears. 

A social app wants your attention. 

A shopping app wants you to see a deal. 

A news app has an update. 

A service wants you to know something happened. 

Not every notification is important. 

But every notification asks for a small piece of your attention. 

So ask: 

“Does this notification help me, or does it interrupt me?” 

You don't have to turn everything off. 

Keep the things that matter. 



Calls from important people may stay. 

Urgent work alerts may stay. 

Calendar reminders may stay. 

But do you really need an alert every time someone likes a post? 

Probably not. 

Do you need every marketing email appearing the moment it arrives? 

Probably not. 

Do you need your phone interrupting you while you are trying to think? 

Maybe not. 

The goal is not to become unreachable. 

The goal is to stop allowing every app to decide when you should look at your 
phone. 

The Subscription Test 

Subscriptions are another quiet source of clutter. 

Some cost money. 

Others cost attention. 

Take a look at the services, newsletters, apps and memberships you currently 
receive. 

For each one, ask: 

1. Do I use this? 

2. Do I still need it? 

3. Does it make my life better? 

4. Would I sign up for this today? 

That last question is powerful. 

Imagine you saw the service for the first time today. 

Would you still choose it? 



If the answer is no, that tells you something. 

Cancel it. 

Unsubscribe. 

Remove it. 

You do not need to keep paying for your past decisions. 

Don't Turn Cutting Into Another Project 

Be careful here. 

You may get excited and decide: 

“I'm going to clean my entire digital life tonight.” 

Then you spend four hours sorting screenshots. 

Please don't. 

The goal is not to create another exhausting productivity project. 

Work in small sections. 

Choose one area. 

Maybe your task list. 

Maybe your email. 

Maybe your phone notifications. 

Maybe your saved content. 

Give yourself 15 or 20 minutes. 

Then stop. 

Small cuts made consistently are better than one huge cleanup that leaves you 
exhausted. 

A Simple Cutting Session 

Let's do one now. 

Choose one area. 



Then: 

Step 1 

Open it. 

Don't move anything yet. 

Step 2 

Look for obvious things you no longer need. 

Old tasks. 

Duplicate notes. 

Dead links. 

Unused reminders. 

Unwanted emails. 

Step 3 

Use the five choices: 

KEEP → DELETE → ARCHIVE → FINISH → LET GO 

Step 4 

Stop after 15–20 minutes. 

That's enough for today. 

You are training yourself to make better decisions, not trying to become a digital 
cleaning machine. 

The Real Reason Cutting Feels So Good 

There is something that happens when you remove unnecessary things. 

You start seeing what matters more clearly. 

Imagine a desk covered with papers. 

You remove the old receipts. 

You throw away the empty packaging. 



You file the documents you need. 

You remove the things that do not belong. 

Suddenly, the important paper is easy to see. 

Your productivity system works the same way. 

Clarity often comes from subtraction. 

Not addition. 

And this is one of the biggest ideas I want you to carry forward. 

You do not need to give everything your attention. 

You do not need to finish everything you once started. 

You do not need to keep every idea. 

You do not need to save every useful thing you find. 

You need enough space to see what matters now. 

Before We Move On 

Look at what you have done so far. 

First, you GATHERED. 

You stopped guessing and brought your scattered systems into view. 

Now you are CUTTING. 

You are removing things that no longer deserve active space. 

But there is still a problem. 

You may discover that you have several tools doing the same job. 

Three places for tasks. 

Two places for notes. 

Several calendars. 

Multiple ways to save information. 

That means even after cutting the clutter, your system may still be divided. 



And that is our next problem to solve. 

Because in the next chapter, we are going to MERGE. 

We are going to look at the systems that overlap and ask one simple question: 

“Do I really need all of these places to do the same job?”  



Chapter 5  

 Merge: One Job, One Place 

 

So far, we have done two important things. 

First, you GATHERED what was scattered. 

Then you CUT what no longer deserved your attention. 

Now your system should already feel a little lighter. 

But there is one more problem hiding underneath. 

You may still have too many places doing the same job. 

And this is where we move to the third part of THE ONE-HOME METHOD™: 

MERGE. 

The idea is simple: 

When two or more systems are doing the same job, look for a way to bring that 
work together. 

Not because having many apps is bad. 

Because having many places for the same thing creates confusion. 

One Job, One Place 

Think about your keys. 

Imagine having three places where you might leave your house keys. 

The kitchen. 

Your bedroom. 



Your office. 

Every morning, you would have to ask: 

“Where did I put them this time?” 

You might eventually find them. 

But why create the problem? 

You give your keys a home. 

Then, when you need them, you know where to look. 

Your digital life needs the same idea. 

If you have three task lists, you should not have to wonder which one is the real one. 

If you have two calendars, you should know which calendar is the main source of 

truth. 

If you have several places for notes, you should understand what each one is for. 

Clarity comes from knowing where to look. 

The Hidden Problem With Duplicate Systems 

Let's say you have these three task lists: 

Task List A: 

Things you want to do. 

Task List B: 

Things you remembered later. 

Task List C: 

Things you wrote down during meetings. 

Now imagine an important task is sitting on List C. 



You are checking List A every morning. 

You never see it. 

The task did not disappear. 

Your attention simply never reached the place where you stored it. 

This is one of the quiet dangers of scattered systems. 

Something can be safely stored and still be practically lost. 

That is why I like this rule: 

If something has one job, try to give that job one trusted home. 

You Don't Need to Delete Everything 

Now, don't rush to your phone and start deleting apps. 

That's not what we're doing. 

Remember the lesson from the last chapter. 

The goal is not to use fewer tools just because fewer sounds better. 

Some tools have very different jobs. 

Your calendar handles time. 

Your task system handles actions. 

Your cloud storage handles files. 

Your email handles communication. 

Your project software may help your team manage work. 

Those differences are useful. 

The problem appears when you have several systems doing the same job without 
a clear reason. 



That is what we want to fix. 

Find the Overlap 

Take your current system and look for duplication. 

Start with tasks. 

Ask: 

“Where do I keep things I need to do?” 

Write every answer down. 

Maybe: 

●​ Todoist 

●​ Apple Reminders 

●​ Notes 

●​ Paper notebook 

●​ Email 

●​ WhatsApp messages 

●​ A spreadsheet 

Now ask: 

“Do I really need all of these to manage my tasks?” 

Maybe you do. 

Maybe you don't. 

The important thing is that you can finally see the overlap. 

Now do the same for notes. 

Where do you keep information you want to remember? 

Maybe: 

●​ Apple Notes 



●​ Notion 

●​ Google Docs 

●​ Paper notebooks 

●​ Saved messages 

●​ AI chats 

Again, don't judge it. 

Just look. 

You are creating your Tool Map. 

Your Tool Map 

Create a simple table like this: 

Job Places I Currently Use My Main Home 

Calendar  2 calenders __________ 

Tasks 3 apps + notes __________ 

Notes 2 apps + notebook __________ 

Files Cloud + computer __________ 

Reminders Phone + email __________ 

Saved information  Browser + social apps __________ 

 

The last column is the important one. 

My Main Home. 

You are not deciding what tool is best for the entire world. 

You are deciding what works for you. 

That difference matters. 

Choose the Source of Truth 



Here's a phrase worth remembering: 

Source of truth. 

It simply means: 

If I want the most current version, this is where I look. 

For example, you may have conversations about a project in email, messages and a 

team platform. 

That's normal. 

But where is the actual task? 

Where is the final decision? 

Where is the current document? 

Where is the deadline? 

If the answer is “it depends,” you have a problem worth fixing. 

Choose one place as the trusted home. 

Other tools can still exist. 

They just should not compete with your main system. 

What About Work and Personal Life? 

You may be thinking: 

“But I need separate systems for work and personal life.” 

That's completely fine. 

You do not have to force everything into one giant system. 

The One-Home Method™ is not about pretending your life has only one category. 

Your work may have its own systems. 



Your personal life may have its own systems. 

Your family may have shared systems. 

The important thing is that within each area, you know where things belong. 

For example: 

Work calendar → company calendar 

Personal appointments → personal calendar 

Work tasks → work task system 

Personal tasks → personal task system 

That can work very well. 

The problem is when you have: 

“Maybe it's in my work calendar... or my personal calendar... or the calendar I used 

last year.” 

You want clear rules. 

Clear rules reduce thinking. 

Don't Build a New System While Fixing the Old One 

Here's another trap. 

You discover that your current system is messy. 

So you decide to build a brand-new system. 

New app. 

New dashboard. 

New folders. 

New categories. 



New labels. 

Stop. 

Before you build anything new, ask: 

“Can I simplify what I already have?” 

You may already own everything you need. 

You may simply need to remove the overlap. 

This is important because rebuilding can feel productive. 

But sometimes rebuilding is just another form of starting over. 

The goal is not to create something impressive. 

The goal is to create something usable. 

When Two Tools Actually Need to Stay 

Let's make this practical. 

Imagine you use a calendar for appointments and a task app for things you need to 

do. 

Should you merge them? 

No. 

They have different jobs. 

Your calendar answers: 

“When?” 

Your task system answers: 

“What?” 

Your notes system answers: 



“What do I want to remember?” 

Your file system answers: 

“Where is the document?” 

These tools can work together without becoming one thing. 

The problem is not that they are separate. 

The problem is when you create three different places for “what I need to do.” 

That's the overlap we want to remove. 

The One-Job Rule 

Here's the simple rule I want you to use: 

ONE JOB → ONE MAIN HOME 

Not: 

ONE JOB → ONE APP 

There is a difference. 

The “home” is the place you trust. 

You may still interact with information in other places. 

For example, a task might arrive through email. 

But once you decide it needs action, you move it to your task system. 

An idea might come through a conversation. 

But once you decide it is worth keeping, you put it in your notes system. 

A document may arrive through email. 

But once it becomes an important file, you store it in your file system. 



The system becomes much easier when you know where things end up. 

Your Merge Exercise 

Let's clean up one area. 

Choose tasks. 

Write down every place where you currently keep tasks. 

Then follow these steps: 

1. List Them 

Write every task location. 

Don't leave anything out. 

2. Identify the Main One 

Which place do you already use most? 

Which one feels easiest to maintain? 

Which one can you realistically check every day? 

3. Move What Matters 

Move important active tasks into your chosen home. 

Don't move everything blindly. 

Only move what still matters. 

4. Close the Old Lists 

Archive or stop using duplicate task lists. 

You don't need five active lists. 

5. Tell Yourself the New Rule 



Say: 

“If I need to remember something I need to do, it goes here.” 

Simple. 

That is how a rule becomes a system. 

What If You Make the Wrong Choice? 

You might. 

That's okay. 

This is not a life sentence. 

You are not marrying an app. 

You are choosing a practical home for now. 

Use it. 

See how it feels. 

If it does not work, change it later. 

The important thing is to avoid constantly changing tools because something new 

looks exciting. 

Give your system enough time to become familiar. 

A simple system becomes powerful when you trust it. 

The Real Win 

At the end of this process, you should be able to answer simple questions quickly. 

Where do I look for my tasks? 

You know. 

Where do I look for my appointments? 



You know. 

Where do I keep important notes? 

You know. 

Where do I find my files? 

You know. 

Where does new information go? 

You know. 

That is control. 

Not having the most advanced system. 

Not having the newest app. 

Not having the most beautiful dashboard. 

Knowing where things belong. 

And now we are getting somewhere. 

We have gathered the scattered pieces. 

We have cut what no longer matters. 

We have merged unnecessary overlap. 

But there is still one important step. 

You now need to give the things that remain a clear home and clear rules. 

Because choosing one main place is only half the job. 

You also need to decide what belongs there and what does not. 

That is what we are going to do next. 



We are moving into ASSIGN. 

And this is where your new system starts to feel less like a collection of tools and 

more like one simple place you can actually trust.  
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Assign: Give Everything a Home 

 

You have gathered everything. 

You have cut the things you no longer need. 

You have merged the places that were doing the same job. 

Now we reach the fourth step of the One-Home Method™: 

Assign. 

This is where your system starts to feel calm. 

You are no longer asking, “Where did I put that?” 

You are starting to know. 

Give Your Tasks a Home 

Let's start with tasks. 

A task is something you need to do. 

That sounds simple, but this is where many productivity systems become messy. 

You might have tasks in your notebook. 

Some are in your phone. 

Some are in your email. 

Some are in WhatsApp. 

Some are written on a piece of paper beside your computer. 

And some are sitting in your head. 



That is too many homes. 

Your goal is to choose one main home for your tasks. 

It could be a task app. 

It could be a simple notes app. 

It could be a paper planner. 

It could be a digital workspace. 

The tool is not the important part. 

The rule is. 

When something becomes a task, I know exactly where it goes. 

For example: 

“Send the proposal to David.” 

That belongs in your task home. 

Not your notes. 

Not your calendar. 

Not a random WhatsApp message to yourself. 

Your task system should answer one simple question: 

“What do I need to do?” 

Give Your Calendar a Different Job 

Your calendar has a different job. 

Your calendar should mainly hold things that happen at a specific time. 

For example: 



●​ Doctor appointment — Tuesday, 10:00 AM 

●​ Team meeting — Wednesday, 2:00 PM 

●​ Flight — Friday, 7:30 PM 

●​ Football training — Saturday, 8:00 AM 

●​ Important call — Monday, 4:00 PM 

These are events. 

They have a time. 

Your calendar is their home. 

But something like: 

“Buy a new laptop charger.” 

does not necessarily belong on your calendar. 

It belongs on your task list. 

This small difference can make your system much easier to use. 

Calendar = When. 

Task list = What. 

Once you understand that, many confusing systems become much simpler. 

Give Your Information a Home 

Now let's talk about information. 

This includes things you want to remember but do not necessarily need to do right 

now. 

Maybe you read something useful. 

Maybe you have an idea for your business. 

Maybe you are researching a topic. 



Maybe you have notes from a meeting. 

Maybe you found a useful website. 

These things need a home too. 

Your notes or knowledge system can become that home. 

For example: 

Notes / Knowledge Home 

●​ Ideas 

●​ Research 

●​ Meeting notes 

●​ Lessons 

●​ Useful information 

●​ Personal reflections 

●​ Reference material 

The goal is not to create 50 folders. 

The goal is to know: 

“If I need to find information later, this is where I look.” 

That's enough. 

Give Your Files a Home 

Files create another kind of chaos. 

You download something today. 

You save it in Downloads. 

Tomorrow you save another version in Documents. 

Then you email it to yourself. 

Then you upload another copy to Google Drive. 



Six months later, you have four versions of the same file. 

Now you have to play detective. 

I have done this. 

And honestly, it is exhausting. 

Your files need a clear home too. 

For example: 

File Home 

→ Personal 

→ Work 

→ Business 

→ Finance 

→ Projects 

→ Important Documents 

→ Archive 

You do not need my exact folders. 

Create the structure that makes sense for your life. 

The important thing is that you can answer: 

“Where do my important files live?” 

without thinking for five minutes. 

One Home Does Not Mean One App 

This is important. 



When I say One Home, I am not saying: 

 “You must use only one app for everything.” 

That would create a different problem. 

Your calendar can be one tool. 

Your task manager can be another. 

Your files can live somewhere else. 

Your email can remain your email. 

That is completely fine. 

The One-Home Method™ means: 

One clear home for each type of thing. 

Think about your house. 

Your shoes have a place. 

Your clothes have a place. 

Your documents have a place. 

Your keys have a place. 

You do not put your keys in the refrigerator just because the refrigerator is already 

there. 

Your digital life works the same way. 

Create Your Home Map 

Now let's make this practical. 

Take a piece of paper or open a blank note. 

Write these five lines: 



 

What My Main Home 

Calendar  _________ 

Tasks _________ 

Notes & Knowledge  _________ 

Files _________ 

Saved/Reference Information  _________ 

 

Now fill them in. 

Do not spend an hour choosing the perfect tools. 

You already know enough. 

Pick the place you are most likely to actually use. 

For example: 

Calendar: Google Calendar 

Tasks: Todoist 

Notes: Notion 

Files: Google Drive 

Reference: Notion 

Or maybe yours looks completely different. 

That's okay. 

Your system should fit your life, not someone else's YouTube video. 

Create Simple Rules 



Now comes the part that makes this system powerful. 

You need rules. 

Not complicated rules. 

Tiny rules. 

For example: 

Rule 1: If it has a specific time, it goes on my calendar. 

Rule 2: If I need to do it, it goes on my task list. 

Rule 3: If I need to remember it, it goes into my notes. 

Rule 4: If it is a document, it goes into my file system. 

Rule 5: If I am only saving it for reference, it goes into my reference home. 

That's it. 

Five rules. 

You don't need a 47-page productivity manual to run your life. 

What About Email? 

Email is a tricky one because email can contain almost everything. 

Tasks. 

Information. 

Files. 

Appointments. 

Newsletters. 

Receipts. 



Notifications. 

And sometimes complete nonsense. 

The mistake is allowing your inbox to become your second brain. 

Your inbox should be a communication center. 

If an email contains a task, move the task into your task system. 

If it contains an important date, put the event on your calendar. 

If it contains a document you need later, save the document in your file home. 

You are separating the message from the thing you need to do. 

That is a small change with a big effect. 

What About New Things? 

This is where many systems fail. 

You build a beautiful system today. 

Then tomorrow, life happens. 

Someone sends you a message. 

You find an interesting article. 

Your boss gives you a task. 

You have a new idea. 

You download a document. 

And suddenly everything starts going everywhere again. 

So create one simple capture rule. 

When something new enters your life, ask: 



“What is this?” 

Is it: 

●​ An event? 

●​ A task? 

●​ Information? 

●​ A file? 

●​ Something I don't need? 

Then send it to the correct home. 

That's your system. 

You don't have to organize everything immediately. 

You simply need to stop creating new random homes. 

Try the 10-Minute Home Map 

Let's make this even easier. 

Set a timer for 10 minutes. 

Then write: 

MY ONE-HOME MAP 

Events live here: __________ 

Tasks live here: __________ 

Notes live here: __________ 

Files live here: __________ 

Reference material lives here: __________ 

New ideas go here: __________ 

Then write three rules you want to follow. 



For example: 

1. I don't keep tasks in random notes. 

2. I don't use my calendar as a task list. 

3. I don't save important files in random places. 

Keep the rules visible for the first few weeks. 

You are not trying to become perfect. 

You are training yourself to stop asking: 

“Where should I put this?” 

You already know. 

The Real Test 

There is one question I want you to use from now on: 

“If I need this six months from now, will I know where to find it?” 

If the answer is yes, your system is working. 

If the answer is no, don't panic. 

You probably don't need another app. 

You just need a clearer home. 

And remember what we discovered in Chapter 5: 

One job. One place. 

Now we are adding another layer: 

One thing. One clear home. 

Once everything has a home, something interesting happens. 



Your system stops demanding so much attention from you. 

You don't have to constantly rebuild it. 

You simply use it. 

And that brings us to the final step of the One-Home Method™. 

Because having a clean system is one thing. 

Keeping it clean is another. 

In the next chapter, I'll show you how to Run your system without spending your 

entire life managing it.  



Chapter 7  

 Run: Build a System You Don't Have to Babysit 

 

You have done the hard part. 

You gathered everything. 

You cut the noise. 

You merged the places doing the same job. 

You gave everything a clear home. 

Now there is one final question: 

How do you keep the system working when life gets busy again? 

Because let's be honest. 

Life will get messy. 

You will have busy days. 

You will forget things. 

You will start new projects. 

You will receive more emails. 

You will download more files. 

You will probably save another interesting article. 

That does not mean your system has failed. 

A good system should be able to handle real life. 

That's what Run is about. 



Your System Should Work for You 

I used to think a good productivity system needed constant attention. 

I would check my lists. 

Change my categories. 

Move things around. 

Rename folders. 

Try a new app. 

Then change everything again. 

It felt productive. 

But sometimes I was just managing my productivity system instead of managing my 

life. 

That is not the goal. 

Your system should be quiet. 

It should sit in the background and help you. 

You should not wake up every morning thinking: 

“How do I organize my system today?” 

You should be thinking: 

“What actually matters today?” 

That is a big difference. 

Your Daily Check-In 

You do not need a one-hour morning routine. 

You need a few minutes of clarity. 



At the beginning of your day, check three things: 

1. What is happening today? 

Look at your calendar. 

Do you have meetings? 

Appointments? 

Deadlines? 

Important events? 

Know what your day already contains. 

2. What needs to be done? 

Look at your task home. 

Don't try to complete everything. 

Find the tasks that actually matter. 

3. What deserves my attention? 

This is the most important question. 

You can have 20 tasks on your list and still only have enough time and energy for 

three important things. 

Choose wisely. 

Your system should help you see those three things. 

The Three-Question Morning Reset 

When your day begins, ask: 

What must happen today? 

What would be useful to finish today? 



What can wait? 

That last question is powerful. 

Not everything needs to happen today. 

Sometimes productivity means deciding: 

“Not now.” 

You are not failing because something remains on your list. 

You are managing your attention. 

Your Weekly Reset 

Your daily check-in keeps you focused. 

Your weekly reset keeps your system clean. 

You don't need to spend your entire Sunday organizing your life. 

Try 20–30 minutes once a week. 

Choose a day that works for you. 

Then check five things. 

1. Check Your Calendar 

Look at the week ahead. 

What's coming? 

Meetings? 

Appointments? 

Travel? 

Deadlines? 



Important personal events? 

Get familiar with your week before it starts. 

2. Check Your Tasks 

Look at unfinished tasks. 

Ask: 

Does this still matter? 

If yes, keep it. 

If no, delete it. 

If it matters but not this week, move it. 

Don't allow old tasks to become permanent furniture on your list. 

3. Check Your Notes 

Look through important new notes. 

Is there anything that needs action? 

If yes, turn it into a task. 

If it's useful information, keep it. 

If it's no longer useful, remove it. 

4. Check Your Files 

You don't need to reorganize your entire file system every week. 

Just deal with obvious clutter. 

Move important documents. 

Delete useless downloads. 



Rename something confusing if necessary. 

5. Check Your Life 

This is the part most productivity systems forget. 

Ask yourself: 

What is taking too much of my attention? 

Maybe it's a project. 

Maybe it's too many commitments. 

Maybe it's unnecessary notifications. 

Maybe you're trying to do too much. 

Your productivity system should help you manage your life. 

Not hide the fact that your life needs adjusting. 

Don't Let Your Task List Become a Graveyard 

This happens easily. 

You create a task: 

“Learn Spanish.” 

Then you don't do it. 

Next week it is still there. 

Next month it is still there. 

Three months later, it is still staring at you. 

At some point, the task is no longer helping you. 

It is just making you feel guilty. 



So give old tasks a decision. 

Do it. 

Schedule it. 

Delegate it. 

Delete it. 

Decide later. 

But don't let everything sit there forever. 

Your task list should represent your current life. 

Not every version of yourself you have ever imagined becoming. 

Keep Your System Small 

There is a strange trap that happens after you build a simple system. 

You start thinking: 

“This is working. Maybe I can improve it.” 

Then you add another database. 

Another dashboard. 

Another tag. 

Another automation. 

Another category. 

Another productivity trick. 

Before you know it, you've created the same problem again. 

So remember: 



 A system is not better because it has more parts. 

A simple system that you actually use beats a complicated system that looks 

impressive. 

Every new feature should earn its place. 

Ask: 

Does this make my life clearer? 

If not, don't add it. 

The 80% Rule 

Your system does not need to be perfect. 

I want you to aim for something much more realistic: 

80% consistency. 

You might forget to capture something. 

You might miss your weekly reset. 

You might put a file in the wrong folder. 

You might accidentally create a duplicate note. 

Fine. 

Fix it when you notice. 

Then continue. 

Don't throw away your entire system because you made one mistake. 

You don't stop using a calendar because you forgot one appointment. 

You don't stop brushing your teeth because you missed one night. 

The goal is not perfection. 



The goal is returning to the system. 

What Happens When Life Changes? 

Your system will need to change sometimes. 

That's normal. 

Maybe you start a new job. 

Maybe you start a business. 

Maybe you move to another country. 

Maybe you become a parent. 

Maybe you start studying. 

Maybe you stop a major project. 

Your life changes. 

Your system should change with it. 

But don't rebuild everything immediately. 

First ask: 

What actually changed? 

Then change only the part that needs changing. 

If your work changes, maybe your task categories need to change. 

That doesn't mean your entire digital life needs a redesign. 

Small changes are easier to maintain. 

Your One-Home Maintenance Rule 

Here's the rule I want you to remember: 



Don't organize unless there is a reason. 

You don't need to constantly clean a system that is already working. 

Maintain it when something becomes confusing. 

Fix duplication when you notice it. 

Delete things when they stop mattering. 

Move information when its purpose changes. 

Update your rules when your life changes. 

Then get back to living. 

That is what a good productivity system should give you: 

less maintenance and more life. 

Your Simple Weekly Checklist 

Save this somewhere you can easily see it. 

THE ONE-HOME WEEKLY RESET™ 

□ Check my calendar 

□ Review unfinished tasks 

□ Delete tasks that no longer matter 

□ Move tasks that can wait 

□ Review new notes 

□ Process important files 

□ Clear obvious digital clutter 

□ Check what is taking too much attention 



□ Choose my priorities for the week 

□ Stop organizing and start living 

That's enough. 

You don't need a complicated weekly review. 

The One-Home Method™ Is Now Complete 

Look at what you have built. 

GATHER 

You stopped hunting through your digital life. 

CUT 

You removed things that didn't deserve your attention. 

MERGE 

You stopped using multiple places for the same job. 

ASSIGN 

You gave every important type of information a clear home. 

RUN 

You created a simple rhythm for keeping everything under control. 

That is the One-Home Method™. 

GATHER → CUT → MERGE → ASSIGN → RUN 

Five simple moves. 

Not 50 productivity hacks. 

Not another complicated system. 



Not another app you will abandon in three weeks. 

Just a simple way to make your digital life easier to understand. 

And now it's time to stop reading about productivity and actually do something about 

it. 

So I created a simple challenge for you. 

You won't need to figure everything out at once. 

You won't need to rebuild your entire life in one weekend. 

For the next seven days, you'll take one small step each day. 

Seven days. 

One system. 

One home. 

Let's finally put everything you've learned into action.  



Bonus  

 The 7-Day One-Home Reset™ 

 

You've now learned the full One-Home Method™. 

You know why productivity sprawl happens. 

You know how to Gather. 

You know how to Cut. 

You know how to Merge. 

You know how to Assign. 

And you know how to Run your system. 

But knowing something and doing it are two different things. 

So I don't want to leave you with another chapter that you read, enjoy, and forget. 

Instead, here is your 7-Day One-Home Reset™. 

You will not rebuild your entire digital life in one day. 

You will take it one step at a time. 

Day 1 - Find the Sprawl 

Today, don't fix anything. 

Just look. 

Open your phone. 

Open your computer. 

Look at your apps. 



Check your notes. 

Look at your task lists. 

Check your calendar. 

Look at your email. 

Look at your cloud storage. 

Check your browser bookmarks and saved posts. 

Then ask: 

“How many places am I currently using to manage my life?” 

Write them down. 

Don't judge yourself. 

You are simply creating a picture of where you are now. 

Your Day 1 Task 

Create a list called: 

MY PRODUCTIVITY SPRAWL 

Write down every place where you currently keep: 

●​ Tasks 

●​ Notes 

●​ Ideas 

●​ Events 

●​ Files 

●​ Saved information 

●​ Reminders 

●​ Projects 

Don't organize anything yet. 



Just find it. 

Tomorrow, we start cleaning. 

Day 2 - Gather Everything 

Today is Gather Day. 

Bring your scattered information together so you can actually see what you are 

dealing with. 

Look through your main places. 

Write down unfinished tasks. 

Collect important notes. 

Find loose ideas. 

Identify important files. 

Capture things you keep telling yourself: 

“I need to remember this.” 

Don't worry about where things will eventually live. 

For now, collect. 

You can use a simple document called: 

MASTER COLLECTION 

Put everything there temporarily. 

Your Day 2 Rule 

Do not organize while gathering. 

You are collecting evidence. 

Not building the final system. 



By the end of today, you should have a much clearer picture of what has been living 

in your head and scattered across your devices. 

Day 3 - Cut the Noise 

Now we remove what you don't need. 

Go through your Master Collection. 

For each item, choose: 

KEEP 

DELETE 

ARCHIVE 

FINISH 

LET GO 

Be honest. 

That article you saved two years ago? 

Do you still need it? 

That old project? 

Is it still happening? 

That newsletter? 

Do you actually read it? 

That app? 

Does it genuinely help you? 

You don't need to keep something simply because you once thought it would be 

useful. 



Your Day 3 Rule 

If it no longer serves your current life, it doesn't need space in your system. 

You are not deleting your memories. 

You are removing unnecessary weight. 

Day 4 - Merge the Systems 

Today, look for duplication. 

Ask: 

“Am I using more than one place for the same job?” 

Maybe you have: 

●​ Tasks in Notion 

●​ Tasks in Todoist 

●​ Tasks in Google Keep 

●​ Tasks in your notebook 

That's four task systems. 

You probably don't need four. 

Choose your main home. 

Do the same for your notes. 

Then your files. 

Then your saved information. 

You don't have to force everything into one app. 

You are simply reducing unnecessary duplication. 

Your Day 4 Rule 



One job. One main place. 

Keep a second place only when there is a real reason. 

Not because you forgot you already had a system. 

Day 5 - Assign Every Home 

Today, give everything a clear destination. 

Create your Home Map. 

My One-Home Map 

Calendar: __________________ 

Tasks: __________________ 

Notes & Knowledge: __________________ 

Files: __________________ 

Reference Information: __________________ 

Ideas: __________________ 

Now create a few simple rules. 

For example: 

If it has a specific time → Calendar. 

If I need to do it → Tasks. 

If I need to remember it → Notes. 

If it is a document → Files. 

If I only need it for reference → Reference. 

These rules will save you from making the same decision over and over again. 



Day 6 - Build Your One-Home System 

Today, put the pieces together. 

Open your chosen tools. 

Clean the basic structure. 

Move important tasks into your task home. 

Move useful notes into your notes home. 

Move important files into your file home. 

Remove obvious duplicates. 

Don't create 25 categories. 

Don't build a complicated dashboard. 

Don't spend three hours choosing icons. 

Keep it simple. 

Your system should be easy enough that you can understand it even when you're 

tired. 

Your Day 6 Question 

Ask yourself: 

“Could I explain my entire productivity system to someone in two minutes?” 

If yes, you're probably keeping it simple. 

If you need 30 minutes to explain it, you may have rebuilt the problem. 

Day 7 - Run the System 

You made it to the final day. 

Now stop building. 



Use the system. 

That's the part that matters. 

Start your day with your calendar. 

Check your tasks. 

Choose your priorities. 

Capture new information in the correct place. 

Use your rules. 

At the end of the day, take five minutes to look around. 

Ask: 

What became messy today? 

Fix only what needs fixing. 

Then continue. 

At the end of the week, complete your weekly reset. 

That's how the system stays alive. 

Your 7-Day Reset at a Glance 

 

Day Focus Your Main Job 

Day 1 Find See where the sprawl 
exists  

Day 2 Gather  Collect everything  

Day 3 Cut Remove unnecessary 
things  

Day 4 Merge  Reduce duplicate 
systems 



Day 5 Assign Give everything a home  

Day 6 Build Put your simple system 
together  

Day 7 Run Start using it 

 

Don't rush through these days. 

You can spend 20 minutes. 

You can spend an hour. 

You can take longer if your digital life is very messy. 

The goal isn't speed. 

The goal is clarity. 

Your One-Home Promise 

Before you finish this reset, make yourself one promise: 

 I will stop rebuilding my productivity system every time life gets messy. 

When something stops working, I will ask why. 

When something is unnecessary, I will remove it. 

When two places do the same job, I will simplify them. 

When something new enters my life, I will give it a home. 

And when life gets messy again, I will return to the system instead of starting over. 

Because you don't need another fresh start. 

You need a system you can return to. 

That is the real purpose of the One-Home Method™. 



Gather. 

Cut. 

Merge. 

Assign. 

Run. 

One simple system. 

One clear home. 

Less searching. 

Less mental clutter. 

More room for the things that actually matter.  



Final Word 

 

You Don't Need to Start Over 

If you have made it this far, I want you to remember one thing: 

You are not bad at productivity. 

You were probably just trying to manage a complicated life with a complicated 

system. 

You collected apps. 

You saved information. 

You created lists. 

You tried planners. 

You downloaded templates. 

You watched productivity videos. 

You searched for the perfect system. 

And somewhere along the way, the system became another thing you had to 

manage. 

Now you know there is another way. 

You don't need more. 

You need clarity. 

You need to know where things belong. 

You need to remove what no longer matters. 

You need to stop making the same decision in five different places. 



And most importantly, you need a system that can survive your real life. 

That's why the One-Home Method™ is intentionally simple: 

GATHER → CUT → MERGE → ASSIGN → RUN 

Come back to these five words whenever things start getting messy again. 

Don't panic. 

Don't throw everything away. 

Don't download another productivity app just because your week went badly. 

Pause. 

Look at what changed. 

Then return to the system. 

Your life will never be perfectly organized. 

And it doesn't need to be. 

There will always be busy weeks. 

Unread messages. 

Unexpected problems. 

New ideas. 

Missed tasks. 

Changing priorities. 

That's life. 

The goal isn't to control everything. 

The goal is to make it easier to find what matters and act on it. 



So close this guide and do something with it. 

Start your seven-day reset. 

Choose your homes. 

Write your rules. 

Remove the noise. 

Then give yourself permission to stop thinking about productivity all the time. 

Because productivity was never supposed to be the main event. 

Your life is. 

Your work. 

Your relationships. 

Your health. 

Your family. 

Your dreams. 

Your experiences. 

Your future. 

Your attention is valuable. 

Don't spend all of it trying to organize your attention. 

Build a simple system. 

Let it do its job. 

Then get back to living. 

You don't need another productivity hack. 



You need one clear home for the life you're already building. 

And now, you have one. 
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