My Email Operating Manual
Definition of Done
How I know an email session is finished. Default: inbox zero at the end of each processing session; up to five live items may sit between sessions.
My definition of done: ________________________________
Soft target between sessions (e.g. inbox five): ________________________________
Processing Schedule
The fixed times I open and process email, and what happens to leftovers. No session is first thing in the morning. Email is closed completely between sessions.
Session 1 time: ________________________________
Session 2 time: ________________________________
Optional session 3 time: ________________________________
Hard-stop rule for leftover mail: ________________________________
Labels, Folders, and Deferral
My action-based buckets and the single mechanism I use to defer work out of the inbox.
The five buckets and what goes in each: ________________________________
My deferral mechanism (Snooze / Flag+date / Task): ________________________________
Where deferred items live: ________________________________
Templates and Filters
Where my reusable replies and automatic rules live, and the rule for adding new ones (add a filter when a sender repeats; add a template when I write a reply twice).
Where templates are stored: ________________________________
Where filters/rules are documented: ________________________________
My rule for adding a new filter or template: ________________________________
Weekly Review and Response Norm
When I tune the system and the expectation I set with people who email me, so urgent items use a faster channel.
Weekly review day and time: ________________________________
The steps I run in the review: ________________________________
My stated response norm (e.g. reply within one business day; urgent = call/chat): ________________________________
