ORGANISE YOUR
EMAIL IN 4
SIMPLE STEPS

INTRODUCTION
Email is a fantastic tool that helps to connect us, however, it can also lead to
overwhelm. I have had many times in my career both as an employee and business
owner when I've felt my inbox was going to explode and I would never get on top of
it.
By following the simple steps in this download and implementing on an ongoing
basis after that you will start to manage your inbox better and find that email
becomes the great tool connecting you with your clients, colleagues and friends
once again.

STEP ONE - FOLDERS AND ARCHIVING
These simple steps are all about getting your setup to make email management
easier as we move forward.
1. Create sub folders in your email account as follows:
Action
For Information
Additional folders that relate to the types of emails you get that will help you
remember where to find them – these may be names of certain people who
email you regularly, finance, clients, receipts etc

You can add to these as you need to but the first two folders are key to your
ongoing email organisation
2. Let’s review all of those old emails you have read that are sitting in your inbox.
If you have kept all of your email in your inbox forever then you will probably have
an awful lot of emails that you no longer need to action – so this may take some
bravery!
Look at the oldest read emails – do you really think you need to read them?
If they are over 12 months old you really don’t as if you didn’t action or flag them at
the time chances are you will be a bit late doing so now!
So now we are going to create some new folders to put these emails in!
Create a top level folder called ‘email archive’
Under this folder create folders that correspond to the months/years of the
emails you have to file – eg May 2016, June 2016 etc - you get the idea

Move these read emails into the appropriate archive folders.
Your inbox should now be looking leaner ready for you to move onto step two.
© Banks' Business Solutions

STEP TWO - HOW TO READ AND RESPOND TO EMAILS
Ideally, emails should come in and out of your inbox within 12-24 hours and only
genuinely unread emails should remain there. By categorising each email using
the categories below you will find that you can quickly action each email that
comes in.
Quick action – deal with it there and then as long as it won’t take any more
than 3 minutes
For Information – will it take more than 3 minutes to review this information
If yes do it now, if not schedule time to review the email and move it to your
‘for information’ folder.
Big Action – anything that will take longer than 3 minutes – add the task to
your to do list and more the email to your action folder

Use this method to start to work through your most recent emails, and also apply
it to any emails that are more than 6 months old - most of these will probably
have already been dealt with.
A side note here – if you are finding lots of newsletter or subscription emails you
need to be dealing with these differently…ask yourself the following questions.
Do I read this regularly?
Is the content relevant to me?
Do I want to receive this email?

If you answer no to these questions then unsubscribe from the list!

STEP THREE - WHEN TO CHECK EMAILS
If you feel you need to respond to every email the minute it arrives, you need to
ask yourself why? If your inbox is out of control chances are you haven't
managed to do this anyway.
So what is the worst that could happen if you reply to an email 2 hours after it
arrives? Nothing!
The ideal way to keep on top of your emails to schedule in 3 times a day when ou
will focus solely on them. Put reminders in your task management system to do
this and limit yourself to 30 minutes to get through your emails, apply the
categorisation rules and you should be getting through most of your emails every
day.
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STEP FOUR - USE AN AUTORESPONDER
I talk to lots of people who feel under pressure from others expectations around
email and due to this find implementing step three difficult.
An autoresponder can help manage those expectations, as the sender gets an
instant response letting them know when you are likely to respond and how to
contact you should they need an immediate response.
Here is an example of the structure you should use for this:
Thank you for contacting your name/business name.
I work flexibly so you may not receive an immediate response, however I
will reply to all emails as quickly as I can./I only check my emails
intermittently throughout the day so you may not receive an immediate
response.
If appropriate you can add in a timescale within which people can expect a
reply or provide a contact number for urgent emails.
Thank you for your patience and I will be in touch soon

FURTHER HELP AND SUPPORT
I hope that you have found these simple steps to organise your inbox useful.
I'd love to be able to help and support you more, so please do stay connected with
me via my blog or social media.
Blog: https://banksbusinesssolutions.co.uk/blog-2/
YouTube: https://www.youtube.com/channel/UCjTwPtS3R4MJZFim6My8T6w
Facebook: https://www.facebook.com/banksbusiness/
Twitter: https://twitter.com/banksbussolns
LinkedIn: https://www.linkedin.com/in/sarah-banks-63273150/
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