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Good Advice 
Create a layout that 
matches the work 
you need to do, and 
change the layout as 
often as necessary to 
help you see what’s 
really happening in 
your work.
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Make your work 
visible. This column 
is also commonly 
labeled “Ready” or 
“To Do”.

From all the options, 
prioritize work planned 
for today.

Limit the 
amount of 
work you 
have in 
progress. 
One is ideal; 
no more 
than 3 is a 
good rule.

Keep visible 
the  work you 
started but 
can’t finish until 
someone hands 
it back to you.


