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● Email is easy and convenient

● It’s nearly instantaneous

● It’s asynchronous

● It’s platform neutral

● It provides a written record of 
communication

Source: Skjekkeland, A. (February 12, 2009)



ACCORDING TO TECH JURY, WE SEND 319.6 BILLION 
EMAILS A DAY

87% of workers look at business emails 
outside of working hours

50% of workers also monitor emails 
during their vacations

More than a quarter of Millennials admit 
to checking emails while driving 

Nearly 80% of workers check their email 
before going to work

40% of workers say they 
would prefer to get fewer 

emails

30% of workers check their email while still 
in bed in the morning

On average, workers spend 6.3 hours 
a day checking email

Source: Cairns, A. (October 7, 2019)
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“Email management is a systematic approach to 
maximizing the efficiency of email practices and 

minimizing the negative effects that email handling can 
have on an individual’s productivity and job satisfaction.” 

IVY WIGMORE, TECH TARGET

Source: Wigmore, I. (April 2014)



Using Email for EverythingOverflowing Inbox Wasting Time in Inbox

Never Deleting EmailsWriting Long Emails Doing Nothing!

EMAIL MANAGEMENT IS NOT…

Source: Default, A. (January 7, 2015)



Trying to stay on top of everything might lead to 
unnecessary threads, newsletters, and email 
notifications that contribute to an overflowing 

inbox. Clean up your inbox and it will feel lighter 
- and you will too.  

Channeling everything to your email may seem 
efficient, but it might not be the right tool for 

certain tasks. The verdict is also out on using your 
inbox like a to do list. Instead, examine how you 
use your inbox and what tools could do it better.

OVERFLOWING INBOX USING EMAIL FOR 
EVERYTHING



Checking your email every five minutes, writing 
the same replies over and over, or manually 

organizing your inbox aren’t the best use of your 
time. Make your inbox productive by setting 

notifications and scheduling times to check it.

Long-winded emails make it difficult for the 
recipient to understand what you are specifically 

asking of them. Good email etiquette includes 
brevity and clarity. Keep your message short and 

sweet and be descriptive in the subject line.

WASTING TIME IN INBOX
WRITING LONG EMAILS



A messy or cluttered inbox can negatively 
impact your productivity and efficiency. This is 

often when important emails fall through the 
cracks. Instead, clean up your inbox using the 

four Ds - more on that soon!

If your inbox is really overwhelming, you’ve 
probably given up on having any kind of email 

management system at all. Don’t! Doing nothing 
isn’t going to help you and getting started is 

easier than you think!!

NEVER DELETING 
EMAILS

DOING NOTHING!
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INBOX ZERO: THE 4D APPROACH
(First introduced by productivity expert Merlin Mann in 2006)

DELETE DELEGATE DEFER DO

Is it spam, trash, or 
not important to 
keep? Delete it!

Is it appropriate for 
someone else to 

address? Delegate it.

Do you need more 
time to reply? Defer it 
(but not indefinitely).

Won’t take long to 
reply or do the task? 

Do it!

Source: Brzeska, A. (August 6, 2018)



If you don’t need it, simply remove it from your 
inbox. This way, important emails won’t get lost 

or buried in your pile of unimportant ones.

If you’re not the best person to respond to the 
email, then don’t! Forward it to someone who is 
and communicate with the sender that you are 

doing so (if appropriate).

DELETE DELEGATE



If you need time to reply to an email, don’t rush.  
Leave it in your inbox with a label and return to 

it later. You can also create a “to do” folder or 
use a snooze feature to remind you to come 

back to it. Be sure to let the sender know that 
you received it and will work on it when you can.

If you can respond or do the requested task 
quickly, just do it! Replying as soon as possible 

saves you time and energy to deal with more 
demanding emails and tasks.

DEFER D0



HOW CAN I GET STARTED ON 
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Create Labels, Folders, etc.Schedule Email Time Touch It Once

Unsubscribe!Follow the One Minute Rule Make Shared Inboxes

STILL OVERWHELMED? START SMALL!

Source: Ganesh, M. (September 1, 2021)



Set aside structured time for your email in your 
schedule. If possible, avoid multitasking when 
checking your email. Minimizing distractions 
and staying focused allows you to run through 

your emails more easily and quickly.

Simplify your email management by using labels 
or folders to get and stay organized. A simple 

system, like creating a “completed” folder for the 
academic year and moving “completed” emails to 

it, will be more sustainable than a complex one.

SCHEDULE EMAIL TIME CREATE LABELS, 
FOLDERS, ETC.



Revisiting an email over and over again is a 
waste of time. So touch it once, take action on it, 
file it away, and move on to the next email. This 
should allow you employ quick decision-making 

and keep you from getting distracted.

If it takes just a minute to respond to an email, do 
it immediately. This one minute rule helps you to 

manage both your email and time more efficiently. 
This keeps you from sitting on emails that can be 

acted on quickly and keeps your inbox clean. 

TOUCH IT ONCE FOLLOW THE ONE 
MINUTE RULE



If you haven’t already, unsubscribe from emails 
that you don’t need to receive. You can do this 

individually as they come into your inbox (it 
takes less than a minute!) or utilize a service like 
Unroll.Me to unsubscribe from emails instantly.

If you have a group inbox with others in your 
department, it can be hard to keep track of which 

emails have been answered. Use a ticketing 
system like Hiver to assign emails, improve 

workflow, and improve communication.

UNSUBSCRIBE!
MAKE SHARED INBOXES
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