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Summary:
Getting Things Done for Teens: Take
Control of Your Life in a Distracting World
by David Allen and Mike Williams is a book
that provides teens with the tools and
strategies they need to stay organized and
productive in a world full of distractions.
The book is divided into three parts: Part
One focuses on the basics of the Getting
Things Done (GTD) system, Part Two
provides practical advice on how to apply
the system to everyday life, and Part
Three offers tips on how to stay motivated
and productive. 

In Part One, the authors explain the basics
of the GTD system, which is based on the
idea that the key to productivity is to
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capture all of your tasks and ideas in one
place and then break them down into
manageable chunks. They explain the five
steps of the GTD system: capture, clarify,
organize, reflect, and engage. They also
discuss the importance of setting goals
and creating a plan to achieve them. 

In Part Two, the authors provide practical
advice on how to apply the GTD system to
everyday life. They discuss how to create
an effective filing system, how to prioritize
tasks, and how to use technology to stay
organized. They also provide tips on how
to stay focused and productive, such as
setting deadlines and breaking tasks down
into smaller chunks. 

In Part Three, the authors offer tips on how
to stay motivated and productive. They
discuss the importance of taking breaks,
setting realistic goals, and rewarding
yourself for completing tasks. They also
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provide advice on how to deal with
procrastination and how to stay organized
when life gets busy. 

Overall, Getting Things Done for Teens is
an invaluable resource for teens who want
to stay organized and productive in a world
full of distractions. The book provides
practical advice on how to apply the GTD
system to everyday life, as well as tips on
how to stay motivated and productive. It is
an essential guide for any teen who wants
to take control of their life and achieve
their goals. 

Main ideas:
#1.      Establish a System: Establishing
a system for managing tasks and
commitments is essential for staying
organized and productive. This system
should include a way to capture tasks,
a way to organize them, and a way to
review them regularly.
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Establishing a system for managing tasks
and commitments is essential for staying
organized and productive. This system
should include a way to capture tasks, a
way to organize them, and a way to review
them regularly. Capturing tasks can be
done by writing them down in a notebook,
creating a to-do list on your phone, or
using a task management app. Organizing
tasks can be done by categorizing them
into different areas of your life, such as
work, school, and home. Finally, reviewing
tasks regularly can be done by setting
aside time each day or week to review
your tasks and commitments and make
sure you are on track. By establishing a
system for managing tasks and
commitments, you can stay organized and
productive and make sure that nothing
slips through the cracks. 

#2.      Prioritize Tasks: Prioritizing
tasks is important for staying on top of
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commitments and avoiding
procrastination. This involves breaking
tasks down into smaller, more
manageable chunks and focusing on
the most important tasks first.

Prioritizing tasks is an essential part of
staying organized and productive. It
involves breaking down tasks into smaller,
more manageable chunks and focusing on
the most important tasks first. This helps to
ensure that the most important tasks are
completed in a timely manner, while also
allowing for flexibility in tackling the less
important tasks. 

When prioritizing tasks, it is important to
consider the importance of each task and
the amount of time it will take to complete.
Tasks that are more important or urgent
should be given higher priority, while tasks
that are less important or can be
completed at a later date should be given

Page 6/20

https://books.kim/_coho_ref.php?ref=mpdf-v20230419-toplogo&url=https://books.kim


lower priority. Additionally, it is important to
consider the resources available to
complete each task, such as time, money,
and personnel. 

Prioritizing tasks can help to reduce stress
and improve productivity. By focusing on
the most important tasks first, it is possible
to ensure that the most important tasks are
completed in a timely manner. Additionally,
it can help to reduce procrastination by
providing a clear plan of action for tackling
tasks. 

#3.      Set Goals: Setting goals is a
great way to stay motivated and
focused on the tasks that need to be
done. Goals should be specific,
measurable, achievable, realistic, and
timely.

Setting goals is an important part of
staying motivated and focused on the
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tasks that need to be done. Goals should
be specific, measurable, achievable,
realistic, and timely. This means that you
should have a clear idea of what you want
to accomplish, how you will measure your
progress, if the goal is achievable given
the resources you have, if the goal is
realistic given the time frame you have,
and when you want to complete the goal. 

Having a goal in mind can help you stay
focused and motivated. It can also help
you prioritize tasks and make sure that you
are spending your time and energy on the
most important tasks. When setting goals,
it is important to break them down into
smaller, more manageable tasks. This will
help you stay on track and make sure that
you are making progress towards your
goal. 

It is also important to review your goals
regularly. This will help you stay on track
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and make sure that you are making
progress towards your goal. It is also
important to celebrate your successes and
recognize your progress. This will help you
stay motivated and focused on achieving
your goals. 

#4.      Manage Time: Time management
is essential for staying on top of tasks
and commitments. This involves setting
deadlines, breaking tasks down into
smaller chunks, and scheduling time
for breaks.

Time management is an important skill to
have in order to stay on top of tasks and
commitments. It involves setting deadlines,
breaking tasks down into smaller chunks,
and scheduling time for breaks. This helps
to ensure that tasks are completed on time
and that you are not overwhelmed by too
many tasks at once. It also helps to
prioritize tasks and focus on the most
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important ones first. Additionally, it is
important to take regular breaks in order to
stay focused and productive. Taking
breaks can help to clear your mind and
give you the energy to tackle the next task.

Time management also involves setting
realistic goals and expectations. It is
important to be realistic about how much
time you have available and how much
you can realistically accomplish in that
time. Setting achievable goals and
expectations can help to keep you
motivated and on track. Additionally, it is
important to be flexible and adjust your
plans if needed. This can help to ensure
that you are able to complete tasks in a
timely manner and that you are not
overwhelmed by too many tasks at once. 

Overall, time management is an important
skill to have in order to stay on top of tasks
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and commitments. It involves setting
deadlines, breaking tasks down into
smaller chunks, and scheduling time for
breaks. Additionally, it is important to set
realistic goals and expectations and be
flexible if needed. With proper time
management, you can stay organized and
productive and ensure that tasks are
completed on time. 

#5.      Develop Habits: Developing good
habits is key for staying organized and
productive. This includes habits such
as setting aside time for planning,
creating a to-do list, and taking regular
breaks.

Developing good habits is essential for
staying organized and productive. Habits
such as setting aside time for planning,
creating a to-do list, and taking regular
breaks can help you stay on top of your
tasks and manage your time more
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effectively. 

Setting aside time for planning is important
for staying organized. Taking a few
minutes each day to plan out your tasks
and prioritize them can help you stay
focused and on track. Creating a to-do list
can also help you stay organized and
motivated. Writing down your tasks and
crossing them off as you complete them
can help you stay on top of your work and
keep you motivated. 

Taking regular breaks is also important for
staying productive. Taking a few minutes
to step away from your work and relax can
help you stay focused and energized.
Taking a break can also help you clear
your mind and come back to your work
with a fresh perspective. 

Developing good habits is key for staying
organized and productive. With a little bit

Page 12/20

https://books.kim/_coho_ref.php?ref=mpdf-v20230419-toplogo&url=https://books.kim


of planning and dedication, you can create
habits that will help you stay on top of your
tasks and manage your time more
effectively. 

#6.      Use Technology: Technology can
be a great tool for staying organized
and productive. This includes using
apps to track tasks, setting reminders,
and using online calendars.

Technology can be a great tool for staying
organized and productive. Apps such as
Trello, Asana, and Todoist can help you
keep track of tasks and prioritize them.
You can also set reminders on your phone
or computer to help you stay on top of
deadlines. Online calendars such as
Google Calendar can help you keep track
of events and appointments. Additionally,
you can use technology to collaborate with
others on projects, share documents, and
communicate with team members.
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Using technology to stay organized and
productive can help you save time and
energy. You can easily access your tasks
and calendar from any device, so you don't
have to worry about forgetting something.
Additionally, you can set up automated
reminders to help you stay on top of
deadlines. Finally, you can use technology
to collaborate with others, which can help
you get more done in less time.

#7.      Take Breaks: Taking regular
breaks is important for staying focused
and avoiding burnout. This includes
taking short breaks throughout the day,
as well as longer breaks for relaxation
and rejuvenation.

Taking regular breaks is an essential part
of staying focused and avoiding burnout.
This means taking short breaks throughout
the day, such as a few minutes to stretch,
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take a walk, or grab a snack. It also means
taking longer breaks for relaxation and
rejuvenation. This could include taking a
day off to do something fun, going on a
weekend getaway, or taking a vacation.
Taking breaks helps to clear your mind
and recharge your energy, so that you can
come back to your work with renewed
focus and enthusiasm.

It's important to remember that taking
breaks doesn't mean you're being lazy or
unproductive. In fact, it's quite the
opposite. Taking regular breaks helps to
keep you motivated and productive, so
that you can get more done in less time.
So don't be afraid to take a break when
you need it. Your work will thank you for it!

#8.      Manage Stress: Managing stress
is essential for staying productive and
avoiding burnout. This involves
identifying sources of stress,
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developing coping strategies, and
taking time for self-care.

Managing stress is an important part of
staying productive and avoiding burnout. It
involves recognizing the sources of stress
in your life, developing strategies to cope
with them, and taking time for yourself to
relax and recharge. Identifying the sources
of stress can help you to better understand
why you feel overwhelmed and how to
address the problem. Common sources of
stress include work, school, relationships,
and finances. Once you have identified the
sources of stress, you can develop
strategies to cope with them. This could
include setting boundaries, taking breaks,
and engaging in activities that help you
relax and recharge. Taking time for
self-care is also important for managing
stress. This could include activities such
as yoga, meditation, reading, or spending
time with friends and family. By taking the

Page 16/20

https://books.kim/_coho_ref.php?ref=mpdf-v20230419-toplogo&url=https://books.kim


time to manage your stress, you can stay
productive and avoid burnout.

#9.      Stay Motivated: Staying
motivated is key for staying on top of
tasks and commitments. This involves
setting goals, rewarding yourself for
accomplishments, and staying positive.

Staying motivated is essential for
achieving success in any endeavor.
Setting goals and rewarding yourself for
accomplishments can help you stay
focused and motivated. When you set
goals, make sure they are realistic and
achievable. Break down larger goals into
smaller, more manageable tasks. This will
help you stay on track and make progress
towards your goals. Additionally, rewarding
yourself for accomplishments can help you
stay motivated. Celebrate your successes,
no matter how small, and use them as
motivation to keep going. 
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It is also important to stay positive.
Negative thoughts can be a major obstacle
to staying motivated. When you find
yourself feeling discouraged, take a step
back and remind yourself of your
successes. Focus on the progress you
have made and the goals you have
achieved. This will help you stay motivated
and keep going. 

Staying motivated is essential for
achieving success. Setting goals,
rewarding yourself for accomplishments,
and staying positive can help you stay
motivated and on track. With dedication
and hard work, you can reach your goals
and achieve success. 

#10.      Get Support: Getting support
from family and friends is important for
staying organized and productive. This
includes asking for help when needed,
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delegating tasks, and seeking advice.

Getting support from family and friends is
an essential part of staying organized and
productive. It can be difficult to stay on top
of tasks and goals without the help of
those around you. Asking for help when
needed, delegating tasks, and seeking
advice are all important ways to get the
support you need. 

When asking for help, it is important to be
specific about what you need. This will
help the person you are asking to
understand what you need and how they
can best help you. Delegating tasks can
also be a great way to get support. This
allows you to focus on the tasks that are
most important to you, while someone else
takes care of the rest. Finally, seeking
advice from those around you can be a
great way to get ideas and perspectives
that you may not have considered. 
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Getting support from family and friends is
an important part of staying organized and
productive. Asking for help, delegating
tasks, and seeking advice are all great
ways to get the support you need to reach
your goals. 

Thank you for reading!

If you enjoyed this abstract, please share it
with your friends.
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