Modes of Communications
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Slack
WhatsApp, Linkedin, etc.
Letters
Email
1. Understand the Technology
· Email is an amazing Technology! 
· Async-Mail
· Sync-Phone, Telegraph, Text, Chatapps,
· Email-Asynchronous with instant delivery–but this should not mean instant viewing
· Philosophy is wrong, not tactics
· Bad Solutions 
· An article on just keeping emails in inbox misses the entire point. There are only two acceptable solutions and ignoring email is definitely one of them, but inbox zero is the better version of that.
· Inbox Zero 
· Arrival Rate vs. Departure Rate
· Every inbox item costs you decision dollars
· We don’t want to make decisions
· Too Much Email-No!!!!! Too Much Stuff
· I Just Check Once Per Day 
· Vs. I set aside time to do Deep Work
· Analogous to I took Facebook off my phone…
2. Email Should Spark Joy
· Used to have combined work and home
· Never, ever do this!!!! Separate Work and Email
· Work Check Once, while at work or every day depending on your job
· Horrible human being would email on Friday afternoon with something horrible
3. Don’t treat an async tech as sync
· Don’t expect or encourage real-time use
· It is fine to reply right away, but dissuade the belief that you will consistently
· Pacing
4. Your Email Inbox cannot be your ToDo system
5. Just 1 Touch
· DoIt
· SystemIt
· DelegateIt
· SaveIt
· UnsubIt-goes back to brings joy, true joy–not dopamine hit
· FilterIt
· Trashit (actually archive)
· SpamIt
· Maybe-Bringit Back Services
6. Archive, Don’t Delete
7. Search, Don’t File
8. Inbox Elimination to Keep You Honest
· Too Many Inboxes
· Gmail Mailboxes
9. Cut out Back & Forth Steps
10. For Some Use cases, Are Slack/Basecamp/Teams the Solution?


11. The Joybox
Deep Work
No Email You Don’t Want to See
Turn off email notifications!
Transactional is painful
 12. Receiving Processing Sending
 Receiving
· 
· Touch Once (listen to prior episode)
· Filter Relentlessly 
· One Email Address but many! Add the dots! Then you can filter based on this
· Amazon filters to Deliveries App
· Filter all messages with the word “unsubscribe” into a separate mailbox
· Do not mark emails as spam UNLESS THEY ARE SPAM
· Mark Spam Messages as Spam
· Your Piss Poor Planning is not my Emergency
· Do not let your email inbox be someone else’s To Do List — Tiago Forte
 
Processing
· 
· Stop Filing/Foldering 
· Can Actually Link Emails to Your Task Manager
· Task Management on Calendar will have the link
· Better Yet, Create a Email Forward to Your Task Manager Inbox
· Future Homer/Ikigai
· Avoid the Snooze Button
· Triage 2 App on IOS
Sending
· Is this the right mode of communication
· Craft a good, useful subject line
· BLUF-allows contextual understanding
· CTA upfront if you are making a pitch,
· Lose the Steps of Back & Forth
· Use Autofill and Templates
· Send Later (Boomerang)
· Emojis / Emoticons b/c tone is tough to relay
· Compose Better Emails
· Use Scheduling Programs
· Send Less emails if you want less emails
· One idea per email
· Short is Better
· BLUF or TLDR
· Write email like you speak
· No Reply Necessary
· If it is important, do not put in the sender until ready to send 
· Enable undo send in gmail
· Do not CC unless you need to 
· Don’t Reply All and Take it Off Default 
· If you don’t want the staff to respond to all, put them in as BCC
· Prune Forwards and Replies
· When the Subject Changes–Change the Subject
· 
Following-Up
Loop Closure
Auto-Return if no-reply
Eliminate Email-Induced Anxiety
 
Random
Services Mentioned
Boomerang
Sanebox
Fastmail
Learn Search
 
Newsletters
RSS
Email Bankruptcy
· Consider Sending Out a Message
Other Stuff
Have a strong password
Consider 2FA
Never put anything important in your work account
Download and archive work email
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