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Email Tips 
Email is an essential tool that we use to facilitate internal and external communications. While email makes communications faster, for those who do not manage their emails well, it can cause stress and a tendency to work inordinately long hours. Experts say that every time you let an email interrupt productive work, it takes you an average of four minutes to get back on track. If in one day you let 15 emails derail you, you may lose an hour of productive time. 

The following email tips are based on personal experience, discussions, and research. Try to use as many of them as possible in order to assist your fellow co-workers, clients, partners, and yourself.  

Tips on Email Structure  
· Keep to one subject per email and use a detailed subject line in notes you send. For example, instead of saying “Tuesday Meeting,” say “Bring the Attached Hand-out to the Tuesday Meeting.” 

· Never use email as an urgent delivery system. If the matter is urgent, pick up the phone or walk down the hall. 

· Do not use email like instant messaging — if you need to have a conversation with someone, pick up the phone or go see them to talk in person. Receiving 25 emails on one topic warrants a phone conversation or a face-to-face meeting, not inundating someone’s mailbox. 

· Copy only the people who really need to receive the email. If you must send an email to multiple recipients, be clear in your email message about who needs to respond.  

· If you want to inform someone about something and don’t expect a response from that person, put his or her name in the “Cc” line rather than the “To” line.  

· If the email in which you have been identified in either the “To” or “Cc” line requires you to respond, but the response needs to be just to the original sender or to one person, and there are multiple people to whom the original email has been sent, just send the response to the one person – do not use Reply to All.  

Make it a practice to archive (as opposed to deleting) old email.  There are two ways to do so:  
1. Use Outlook’s Archive feature to automatically backup messages on a scheduled   basis (e.g., every 4 weeks).  

2. Manually archive emails by copying messages from your mailbox to personal folders (.PST files) on an as-needed basis. 

Tips on Processing Emails  
· Make it a habit to get to final disposition on an e-mail the first time you look at it, if you can. Create specific action folders for those emails that you need to defer until later. 

· Use Outlook to its fullest extent. For example, use the rules feature.  One clever rule is to have Outlook automatically store all emails on which you are copied, and where you are not in the To line, to a Cc folder that you can review once or twice a day. 

· Turn off the automatic send/receive feature thereby turning off interruptions. Set it to every two hours, so that you are not distracted by new emails arriving. If you are expecting an email, you can always click Send/Receive to manually update your inbox. 

· Establish regular times to review your e-mail. 

· Always read all of your unopened mail before sending new messages to be sure you factor in the latest input on all fronts before you reply. 

· Be proactive and clear with your staff about how to communicate with you via e-mail. Formulate clear guidance, including a “Cc policy” to guide what employees copy to you. For example “Do not Cc on certain types of scheduled meetings” – and when people fail to follow the guidance, make sure they hear about it.  

· Make it clear to those who regularly send you email how to mark/handle something as truly important.  

· Delete (instead of archiving) junk email. 

· The best way to get email is to send email….and vice-versa; in other words, if you do not want to receive a lot of emails, then do not send a lot of email.  


Remember, control your email –  or your email will control YOU! 



 


Tips on Folders  





Create folders to organize messages by topic or sender; for example: clients, personnel, corporate, personal, projects, etc. 





Group folders into 5 to 10 primary groupings.  





Use the in-box only for current, “active,” and  “must respond to” items. Do not use the in-box as a filing system.  





Store all other emails in folders. 





Store sent emails in the sent folder. 





(Auto) archive folders of all items over four weeks old. 
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