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brilliant brain dump tips

1. Set one day per week for brain dumping.  

Think about how you plan your workflow: 
What day and time do you usually plan your work for the next week? 

You may be tired at the end of the week and your brain needs recharging. Consider 
brain dumping in the beginning of the week or day.  

2. Set your timer for 10-15 minutes. 

Don't be intimidated by the time or think you won't have anything to write.  Just 
embrace the process and let the thoughts flow.  

3. Fold your paper in quarters or draw quadrants.  

Raine started off with a full piece of paper and was overwhelmed with the full page 
and found it easier to have the quadrants smaller to help the ideas to flow naturally.  

You can label the quadrants if that will help your process.  
Example quads:  

Personal  
Business/Work 
House  
Family  

http://kimberleeonline.com


 

2015 © Kimber & Co. 

brilliant brain dump tips

4. Write freely (no editing...just write) about whatever comes to mind until your timer 
goes off.  

5. When the timer is up do a little dance! Brain dumping relieves your body of stress 
and anxiety.  

6. Now it’s time to organize the clutter.  

Review the random words that came to mind, uncompleted tasks, projects you want 
to complete and appointments to schedule. 

7. Action Jackson Time!  

You want to:  
Group the similar tasks together.  
Prioritize task groups  
[complete today, tomorrow, this week, next week, near future, etc.] 
what needs to be done now 
what needs to be done this week 
what needs to be done this month 
what needs to be done sometime in the near future 
what doesn’t need to be done at all 
what can be outsourced 

Store your brain dumps in Evernote with a simple snap of your camera phone and upload it on the 
mobile app. Add the new TDL (to do list) to Asana, so you can complete the tasks and get one step 
closer to your productivity goals.  
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brain dump quadrant list

Appointments 
Buy/order/wish list 
File/Organize 
Home 
Ideas 
Places to go 
Projects 
Reminders 
Research 
To do 
Upcoming events 
Waiting for… 
Outsource 

Pull this list out to give you ideas for your brain dump quadrants. 
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TDL Trigger/focus list

Anniversaries 
Special events  
Birthdays 
To pick up/to send 
Blog 
To research 
Buy 
To sort out 
Call/text/email 
Tools 
Clean 
Website 
Crafts/DIY 
Weddings 
Declutter 
Decorate 
Finance/Bills 
Holidays 
Home 
Journal 
Letters/paperwork 

Pull this list out to remind you/trigger things to brain dump to get into your organizational system.

Organising 
Planner 
Projects [active, draft, dormant]  
Read/watch 
Repair 
Self-care Self-care 
Social events 
Sort out 
Special events  
To pick up/to send 
To research 
To sort out 
Tools 
Website 
Weddings 
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Business/Work Personal/Family

House Non tasks/Etc.

Brain Dump
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