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Survey

How Full is Your Inbox?



Handling Email

121 emails a day



Go For Broke?



Three Steps to Email Efficiency

1. Your Inbox is for 
IN ONLY!

2. Empty it regularly

3. Store messages in 
functional folders



Book Recommendation

Note – I am not a GTD Certified Trainer



Workflow Diagram

GTD Workflow Diagram

https://gettingthingsdone.com/
pdfs/tt_workflow_chart.pdf



Starts with the Inbox



For Every Item in Your Inbox …

Start Here



Two Big Questions

What is It? 

Is it 
Actionable? 



No Actions



What is the Next Action?



Organize – Three Choices

Do It

Delegate It

Defer It



Only Five Things

1.Action
2.Waiting For
3.Someday/Maybe
4.Archive
5.Trash



Action Folder

What is the Next Action?

@ Action



Waiting For

@ Waiting



Someday Maybe

@Someday



Archive - Reference

@Archive

Go for One Folder!



Trash



The Empty Inbox

Create folders and sort away!



Empty Inbox Example



How To Deal With Too Many Emails

Three Month Rule



Final Tips



Efficient Librarian

www.efficientlibrarian.com

http://www.efficientlibrarian.com/


www.gettingthingsdone.com

http://www.gettingthingsdone.com/


Conclusion
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