8 Strategies

dlow to Grganize

Reconsider having
too many email
accounts. Have just
a few that you
absolutely need.
Instead o¥
“dummy" accounts
that you create to
give out, consider
unsubscri]oing and
not giving out
your email unless
you absolu’cely
want to do so.

Create a specific

ize and
anage an Email

UNSUBSCRIBE from

unwanted emails or those
that ?e’c sent to you too
often!

To keep inbox clean
and clear, you can
print emaiYs that
require action in your
beialf. Throw away
the prin’ce& copy as
soon as you comple’te
the WOIK!

folder for items
you can read
when you have
time (non-
emergency
erno.i?s).

fresh start, Delete every
email, as long as it's safe to

do so.
D ¢

Create filters and rules...
even Jchougl‘l that migh’c

take you some time to

to do.

To have a clean slate add a
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research and figure out how

Delete all emails that are
not serving any purpose

and do not need to be
kep’c. Only keep those
that are absolu’cely

necessary.
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Create folders for
items that you
think vou migh’c
possib y need.
Creating folders
for your inbox is
an easy Jching
that a non-’cechy
person can do to
manage emails
more efficien’cly.
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