ZEROING OUT YOUR INBOX

1. As a staff, we need to continually get better at the time it takes to communicate with our people and each other. 

2. Goal is to spend less time playing with email and more time doing stuff. 

3. It’s a tangible accomplishment in an otherwise continual loop of unfinished ministry business.
4. It will make you more efficient.
Four “D” Method (with some extra hints):

1. Create 2 subfolders in your inbox called “Defer” and “To Do” (or whatever make sense to you).

2. Every email you receive falls into one of four categories: Do, Delete, Delegate or Defer.
3. Take action on each message, the ultimate goal being to touch each email only once whenever possible.

4. The only way an email will ever get out of your life (and out of your worrying brain) is to either deal with it or get rid of it. If you’re planning to do anything in-between, you should understand why.
5. Filters can be your friend. Focus on creating ﬁlters/scripts for any noisy, frequent, and non-urgent items. Depending on what you consider noise, this could probably include:

· friend requests and announcements from sites like Twitter, Facebook* or linkedin, etc.
· regular updates like newsletters and ofﬁce memos (F1, eventU, PCO and basecamp, too)
· mailing lists and subscribed forum threads

· non-spam store updates, coupons, and sale announcements 

6. Will you need other sub-folders? Yes! But those shouldn’t be filled with anything that needs action. They should be things you are saving to look back on (i.e. vacation form, etc)
Do: If the message can be handled easily and quickly (within five minutes) do it now. Once done, delete the item or move it to a folder for storage (be selective about this). If the task can't be completed easily, move it to a folder for items to be done, or flag it for completion at some point during the day. At the end of the day, all the flagged items, that are unfinished should be moved to the “to do” folder, those becoming priority the VERY next day.

Delete: If an email sits in your in-box waiting to be worked on for days, weeks, or even months, you’re probably putting it off for one of these reasons: 

1. It is too big to handle as is and needs to be broken down into bite size chunks (DO IT).

2. The item is not clearly defined enough for you to take action on (FACT FIND/DELEGATE).

3. It is something you don't really, want, need or intend to do (DELETE IT).**

Delegate: Just because you received the email message, does not mean you have to be the one to execute it. 

Defer: Many items in your in-box are good ideas you would like to follow up on - just not now. Instead of letting the someday item sit in your active in-box file, create a folder where you can keep tabs on messages you may want to take action on at some point in the future.**

  * People are using Facebook to communicate with us: we need to be careful not to forget about notifications.

** Just because you don’t think its important, that doesn’t mean the requester agrees. Communicate!

Five Minutes To A Cleaner Inbox:
Open your email in-box and then set your watch, computer or iPhone on a five-minute timer. Now, starting from the top (the latest email) go through and see how many items you can get completed and moved out of your mailbox using the four D's - Do, Delete, Delegate or Defer.

Also, BASECAMP. Basecamp.com – if you want in, let me know.
