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TIPS TO MANAGE E-MAIL
1. Take some time to go through your email and delete what you know can easily be deleted. 
2. Take advantage of the tools offered by your e-mail provider. You can create rules to have your messages go directly into a particular folder.

3. Create a folder for anything you look at quickly, but can’t respond to right away. Call it an action folder. They will be easier to find, and save time.
4. Create an archive folder for anything you want to keep, but don’t consider current. Be careful here, and make sure you really need to keep it.

5. Respond to whatever you can quickly, if you can give a short answer. 

6. Don’t respond quickly, if you are angry. 

7. Turn off your e-mail notifier. You will constantly be distracted every time you get an e-mail.  Instead check only at certain times of the day. 

8. When you send an e-mail, make it short. Long messages don’t always get read.

9. Keep it simple; use bullet points.

10. Be sure to re-read what you wrote before you send it.

11. Create a signature for your outgoing messages.

12. Be sure to leave an “out of office” auto reply so people will know that you won’t be getting back to them soon.

13. Be sure to take off your “out of office” auto reply when you return.

14. If you keep a paper file for something that is in your e-mail, print it out, file it in your paper file, and delete the email.
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