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GET YOUR EMAIL INBOX TO ZERO AND KEEP IT THAT WAY 
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If I were to ask you right now "How many emails do you have in your inbox?" what would 
you say? 50? 150? 300? 7,000?  

If you have over 50-100 unprocessed emails in your inbox, chances are this is causing you 
to be unproductive and experience email overwhelm. 

Now imagine your email inbox has zero emails in it.  

Does that change your feeling of being overwhelmed to being in control of your workload? 

What if you had a simple formula to get your email inbox to zero and keep it that way for 
good? 

 
This would be a game changer for you and how you feel about your work. 
 
People who make a daily practice of keeping their email inbox clean are in control of their 
tasks and deadlines. They are in the loop with internal and external communications. 
Leaving the office on time without stressing about what might be buried in all those emails 
is something they enjoy. 

Benefits of Email Control: 

ü No longer endlessly scrolling up and down accomplishing little. 
ü Not using your email inbox as your to do list. 
ü You are in control of when you process emails. 
ü Missed deadlines are a thing of the past. 
ü Gain credibility with your team, customers, and your boss. 

Did you know that we are currently emailing at a rate of 300 billion emails per day?! 
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Follow these simple steps and you will get your email inbox to zero. 

 
Step One: Mass Deleting & Filing 

 
The fact is, at least 80%-90% of your emails do not require any real significant action on 
your part so get comfortable using the delete button.  

A word of caution however....be ruthless but not reckless with deleting.  

DO NOT read each email in its entirety - at this stage you are focusing on weeding out all 
the unnecessary noise and the emails you don't need to do anything with. 

Sort & delete emails by FROM - Ask yourself these questions - has this person left the 
company, is the project over or is it the fridge cleaning notice from 4 months ago? 
 
Sort & delete emails by SUBJECT - Do you have email strings from a group conversation 
that you can delete except the last one? Has a date or event already passed and is no 
longer relevant? Do you have emails from retailers or blogs that you never read (hint 
unsubscribe from these please)? 
 
Sort & file emails by DATE - If you have many months’ worth of emails, the chances are 
pretty good that anything over 6 months can be safely bulk filed in an "EMAIL 
BONEYARD" reference file.  If you haven't needed anything from this folder in another 6-
8 weeks, delete it. 
 
 
 
 

Did you know that less than 10%-20% of your incoming email is actually relevant?           
That means 80%-90% of your email is eating up your productivity! 
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Step Two: Processing Emails One by One 

 
Now that you have mass filed and deleted, you should only have about 20% of your email 
backlog left. This is when you sit down and process the remaining emails in your inbox one 
by one using the “D” is for Decision technique: 
 

• Delete it. Is this email relevant to me? 

• Do it now if it takes less than 2 minutes. Can I respond/forward in 2 minutes or less? 

• Do it later by putting email in @ACTION email folder or record it on your Master Task 

List. Will this email take longer than 2 minutes? 

• Decide if it should be filed/archived for reference or future use or put in @READ 

email folder for later. Do I need to keep or read this email? 

• Delegate it to someone else and add to @DELEGATED email folder for future follow-

up. Am I the best person to handle this? 

• Decide if you need to follow up or track if someone else follows through by adding it 

to @HOLDING email folder. Do I need to follow up on this email? 

• Defer the decision by adding it to @HOLDING email folder or Master Task List. Am I 

waiting for a response or a decision on this email? 

 
When you make one of these decisions for each and every email, your email inbox will 
always get to zero after the 1-3 times a day you sit down and batch process emails. 

Keep your email program closed or minimized with push notifications turned off for most 
of the day to limit distractions and boost productivity. 
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Follow these simple steps to keep your email inbox at zero.

 
Step One: Set up Processing Folders 

 
Checking your emails on purpose keeps you from being distracted and focused on your 
important work. Block your calendar to batch process each new email in your inbox one 
by one ONLY 1-3 times a day. 
 
@ACTION Folder - This is where every email goes that you are working on NOT sitting in 
your inbox. Emails put here should take longer than 5 minutes to deal with. 
 
@HOLDING Folder - This folder is where emails go while you are waiting on someone else 
to do something, you're waiting for an answer or a quote, or to track if someone else 
follows through, etc.  
 
@DELEGATED Folder - This folder is used for emails/tasks you have delegated to others 
and to remind yourself to send reminders to those people to follow up. 
 
@READ Folder - This is for those emails that you need to read but they can wait until later. 
Use unproductive time like waiting in line or at the doctor's office to do your reading. 
 
 
 
 
 
 
 
 
 
 
 
 

ONLY check emails 1–3 times a day! 
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Step Two: Set up Reference & Archive Folders 

 
Reference Folders - These folders are used for emails that you have dealt with and may 
be useful to refer to in the future.  
 
Set up reference folders into larger buckets with NO sub-folders (and no sub-sub-folders).  
 
Name your folders what makes sense to you. 
 
A smaller number of folders ensures you make quicker decisions about where to file an 
email when you are processing your inbox plus it leaves fewer options and makes it easier 
to look for an email in the future. 
 
Archive Folder - This folder is used for emails that should be preserved because of their 
administrative, informational, legal and historical value as evidence of official business. 
 

 
Step Three: Process Emails 1-3x a Day 

 
Your email inbox is only a holding pen for new emails and where they are waiting for you 
to process them, that's it.  
 
A good rule of thumb: Never open an email twice, and never leave an email in your 
inbox beyond a single day.  
 
Schedule in your calendar ONLY 1-3 times a day to keep your inbox at zero. Resist the 
urge to check your emails at any other time unless you are expecting an urgent message. 
We only do this to procrastinate on work when our brains have decision fatigue or to look 
busy. 
 
 
 The search function of your email system ensures you can quickly find any filed email. 
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If there is an emergency, you should instruct your team or clients to phone you. Email 
should rarely, if ever, be used for emergency purposes.  

Clear the handful of emails that have accumulated in your inbox since the last time you 
checked using the “D” technique and you will always be at zero. 

Next steps are determining the best times in your workday to process emails to keep your 
inbox clear. What will work for you is based on your unique needs, energy levels, calendar 
commitments and a number of other factors. Your OMS Productivity Coach can help you 
establish when the best times are for you to process emails to keep your inbox manageable 
and in control over the long term. 

 

 

� Set up email rules/automation, especially for your lower priority stuff. DON’T allow 
these emails into your inbox - have them sent straight to a folder. They will still be 
marked unread, but they won’t take you away from your focus time on high impact 
tasks. 

� Reduce email chatter by planning when your emails arrive. Write emails when it’s 
convenient for you and delay the delivery so the email lands in the recipient’s mailbox 
later in the day or first thing the next morning. 

� Create and use templates. 
� Be okay with short emails to and from your team. 
� Do NOT gravitate towards your email to avoid doing the important things that need to 

get done. 
 

Congratulations on clearing your email inbox and keeping it that way! 
 
 

Keeping your email inbox to zero provides mental clarity, focus and better time 
management to get your important work accomplished. 


