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📬  S T E P  1 :  
U N S U B S C R I B E  L I K E  A  P R O  🚫

Start by opening one of these unwanted emails.
Scroll down to the very bottom.
Look for the 'Unsubscribe' link (it's usually tiny).
Click it, and follow the instructions to unsubscribe.
Repeat this process for all unnecessary subscriptions.

By doing this, you'll significantly reduce the daily email influx
and regain control of your inbox!

The first step to mailbox zen is to declutter your inbox.
Unsubscribe from all those newsletters, promotional
emails, and notifications that you no longer read or need.
Here's how:

Now, let's deal with emails that you no longer need but
can't bear to delete. These might be reference emails or
sentimental ones. Archive them:

Select the email(s) you want to archive.
Look for the 'Archive' button (usually an icon resembling
a file box).
Click it, and voila, those emails are out of your inbox but
safely stored for future reference.

By archiving, you'll clear your inbox without losing important
information.
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“Slow down to speed up.” 

Email:
Timgoertz@goertzproductivity.com
Book a session:
https://calendly.com/goertz-
inc/discovery-call
Phonenumber: +31628424924

📬  S T E P  2 :  
A R C H I V E  T H E  O L D📦



Create 4 lists: Unhinderd must's, Hindered musts's,
Maybe actions & Waiting for actions. 
Write down the action you must take. Write it as if its for
your personal assistant. (Pro tip: Write it starting with a
verb.)
Only set deadlines if you agreed on the deadline with
someone else.

This Action Database will keep your tasks organized and
ensure you don't miss anything anymore.
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📬  S T E P  3 :  
T H E  G T D  A C T I O N  D A T A B A S E
Now, the magic step! Create your own Getting Things
Done (GTD) Action Database to manage emails that
require your attention:
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“Slow down to speed up.” 

If you know the sender, send a mail to them asking to stop
send you the mails, If you do not know the sender, block the
mail and consider reporting it as spam.

📬  B O N U S :  F R E Q U E N T L Y
A S K E D  Q U E S T I O N S

What if you can not unsubscribe from a newsletter?

W A N T  M O R E  H E L P ?  S I G N  I N
F O R  T H E  A I I M  C O U R S E  A T
T I M G O E R T Z . C O M / A I I M

Got a question yourself? Contact me directly.
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