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S t e u a r t  S n o o k s
Email & Workload 

Management Expert
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Processes

Platform

S e p a r a t e  
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? WhatWhen Where

S p e e d  u p  p r o c e s s i n g

_______________________

_______________________

_______________________

Be proactive, not reactive

_______________________

_______________________

_______________________

Schedule times to check email

_______________________

_______________________

_______________________

Turn off all email alerts

_______________________

_______________________

_______________________

Handle each message only once

_______________________

_______________________

_______________________

U s e  t h e  4 D  m e t h o d o l o g y

_______________________

_______________________

_______________________

S e p a r a t e  c o m p l e t e  f r o m  
i n c o m p l e t e

_______________________

_______________________

_______________________

Simplify email folder structure

_______________________

_______________________

_______________________

H a r n e s s  y o u r  S e a r c h

_______________________

_______________________

_______________________
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