Seven Steps to controlling email
Time block.

Keep responses simple.

Standardize and Batch.
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Unsubscribe.

Touch just once;
Use the Four Ds.

"Yes, and..."

1. Unsubscribe.

Use the subject line.

2. time block.
Turn off email notifications.
Process email only at certain times a day
(e.g., some people do 30 minutes twice a
day). Do nothing but email during this time.

Unsubscribe from most
email promotions and
newsletters.

3. Touch each email just once. Use the four d's.
DELETE spam/nonessential items. Authorize administrative
assistants to go through your inbox and delete/triage for you.
DO work on the important and urgent tasks first.
DELEGATE work that can or should
be done by someone else.
DEFER unimportant or less urgent tasks.
Put on your calendar to work on later.

4. Keep responses simple.
Say what you need to say, then stop.
GOOD RULE OF THUMB: 150 words
(5 sentences or less).

6. Standardize and Batch.
Set up standard greetings and
electronic signatures. Batch your
responses. Find out if your email system
allows you to send at a specific time.
Consider working in offline mode to
make it less distracting.
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5. "yES, AND..."
Be proactive when you agree to
something. For example, if you agree to
meet with someone, suggest specific
meeting times.
If you don’t want or need a reply, write
“NRN (no reply needed)" at the end.

7. Use the subject line.
Use the subject line to indicate the action
required. Examples:
"FYI: [subject]" - for passing info along
"ACTION REQUIRED BY [DATE]: [subject]"
"TO DO BY [DATE]: [subject]"
"NRN: [subject]" for “no response needed”
"[subject] – EOM" for “end of message” – means
everything the person needs to know is in the
subject line and they don’t need to open.
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