EFFICIENT
EMAIL
STRATEGIES

1. GET IN A GOOD ROUTINE

Getting in a good routine means less time will be spent
re-reading and responding, and allow you to block out
other project noise and focus on the task at hand.

2. SET SMART RULES
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These functions take some time to get used to, but once
set can significantly improve email management. A little
effort organising the inbox goes a long way.

3. BE CLEAR

Avoid this unnecessary back and forth by using clear and
concise language. Don’t sugar-coat business talk or add
non-essential information — be clear and to the point with
key facts. Short, sharp communications are a very simple
approach to cutting the length of email threads in half.

4. BE ON THE SAME PAGE

However, if the communication point is being lost on
colleagues, gently let them know. It will be a one minute
chat that ends those encyclopaedic emails forever.

5. SEND FEWER EMAILS

In the impressive digital age we live in, the old way
of communicating with colleagues can be quicker and
more efficient than the new. Plus, it’s a lot more personal.



