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Reiterate in-person and 
phone conversations

After an in-person meeting or phone 
conversation, it’s often helpful to send a 
follow-up email that reiterates the topics 
you discussed. This achieves a few goals:

• It keeps your discussion top-of-mind 
for all individuals involved.

• It creates a “paper trail” you can 
reference in future discussions.

• It can prevent misunderstandings and 
miscommunication by giving 
participants the opportunity to ask 
questions or clarify their statements.

































How to 
reduce/minimize the 
usage of emails



Why do you 
send an 
email ?



The  problem is not how 
you use emails !





The Eisenhower Matrix for Emails

Do (urgent and important)
It’s now or never
Example: An email invite to a board 
meeting today

Decide (important but not 
urgent)
You can wait to execute this email
Example: The accounts team wants 
the monthly spend data

Delegate (not important but 
urgent)
Someone else can do it for you
Example: A colleague asking you to 
proofread an article

Delete (not important, not 
urgent)
You can do without it
Example: Social media notifications



• DO it now

• DECIDE ( schedule)

• DELEGATE

• DELETE ( Avoid/file it/trash it)

What can you do ?

Follow 4D



What is Get things 
done (GTD) ?







1.Respond today / Urgent – These are priority emails you can respond to immediately or 

the same day. Either respond or mark as “To-Do”.

2.Respond later – These are emails you can respond to at any time, add a task to your 

calendar at a suitable time and move them to your “To-Do” folder.

3.Optional response – Respond if you are feeling chatty or nice but leave if you are busy 

and save time.

Categories of emails



4. Not important – Archive or delete these depending on whether they contain something 

that might be useful later.

5. Read later – Either snooze until a later time or file them in a relevant folder and 

optionally you can add a task to your calendar too.

6. File them – Emails that you have read and just need to be filed so you have a record of 

them. Add them to a relevant label or folder. Examples could include receipts from 

Paypal, travel documents etc.

Categories of emails



What is inbox Zero ?





Inbox Zero Process



Are we using outlook to manage 
our work ?























Are you using 
prioritizing and 
categorizing to manage 
your work ?



Q&A
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