Email Best
Practices
Top Tips to Make Peace with Your Inbox
Email can be a major driver of stress and overwhelm. We can
each take steps to improve our own electronic communication
etiquette to make work more pleasant for ourselves and our
colleagues.
See below for top tips from the Practitioner Wellness Committee
to maximize your productivity and work-life integration.
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DO: have reasonable
expectations for response
time
The expectation of immediate response
prevents us from having necessary time for
projects that require deep thought and time
to recharge. See recommendations below:

Emergent matters: Require same day response. We recommend a phone
call, text or in person conversation whenever possible.
Urgent matters: Require a response within 2 business days. We
recommend marking those with the “urgent” flag.
Routine matters: The majority of communication falls into this category.
We recommend allowing 5 business days for responses to most emails,
unless another timeline is specified.
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DO: disable email notifications to boost your
productivity
Turn off the rest of your notifications while you're at it (phone and
computer). Don’t convince yourself that notifications allow you to
keep track of things. Remember, it takes around 23 minutes to
refocus after an interruption.

DON'T: forward
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Avoid forwarding without permission from
the original sender. At minimum, review the
content to avoid sending any sensitive
information.
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Best way to receive fewer
emails?
Send fewer emails. The more emails you send, the more
emails you receive. Not every email needs a response.

Parting Wisdom
"Email is where other people’s priorities live.
It’s someone else’s to-do list.
Instead, work on your most important task."
-Dan Silvestre
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