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In meetings, how do you record notes?

When stopped in the hallway, where do you capture 
actions?

When your boss sends an email asking for a report, where 
do you track the task?

You’re in the shower and remember the car is due a 
service.  How do you handle it?

You’re asked to do something via MS Teams chat.  How 
do you ensure you don’t ‘drop the ball’?

You're listening to a podcast while walking and hear a tip 
you want to try. How do you capture it?

You see you need milk, where do you write that you need 
to buy some?

While you’re travelling where do you record great ideas?

When you think of something just before going to sleep, 
how do you get it out of your head?

If you receive an action during a mobile phone call, how do 
you record it?

You take a photo of a whiteboard from a meeting, how do 
you deal with it?

How many notepads do you have?

When you think of something important while driving, how 
do you capture it safely?

Where do you put receipts for business expenses?

Where do you put the letters you receive?

Where do you make a note that the roof needs fixing?

Where do you store theatre tickets for a concert in 3 
months’ time?

How do you remember your children's parties?

How many email inboxes, voicemail boxes and calendars 
do you have?

You remember something you need to discuss with your 
partner, how do you remember it?

OTHER SCENARIOS?
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