
brainysmurf’s 28 commitments for taming the email beast within my work environment 
 
1. I will stop sending email attachments and I will ask others to do the same. 

 
2. I will find searchable and appropriate places to share information with the broadest audience 

possible, such as SharePoint, wiki or instant messaging, rather than relying on email and drives. 
 

3. I will think of knowledge like roots spreading: 

 Where else can I find or post this instead of keeping an email? 

 What else is it linked to? 

 Who else could benefit from knowing? 
 

4. I will encourage others to use automated feeds, alerts, notifications and dashboards. 
 

5. I will replace “I don’t have time” with “I didn’t make time” and see how it changes my perspective. 
 

6. I will book meetings on the quarter hour to leave breathing room for myself and others. 
 

7. I will not be afraid to propose a new time for a meeting request. 
 

8. I will look at people’s calendars before sending an invitation and not book them back-to-back. 
 

9. I will turn off my email alerts (sound and pop-up window). 
 

10. I will convert my email into tasks, notes, appointments, reminders or contacts so that my calendar 
drives my actions, not my inbox. 
 

11. I will use the Four Ds formula: Do it now, Decide when, Delegate it, Delete it/dump it. 
 

12. I will curb my email addiction by only checking my email at specific times of day. 
 

13. I will choose my To:  and Cc: recipients wisely and include those named in the email, as 
appropriate. 
 

14. Every time I send or receive an email, I will ask myself “Does this information need to be shared? 
If so, with whom? 
 

15. I will clarify the target audience of my emails and not copy extra recipients “just in case”. 
 

16. I will use Reply all sparingly and only when it makes sense to do so. 
 

17. I will use voting and tracking options to solicit feedback. 
 

18. I will stick to one topic per email, with a clear subject line. 
 

19. I will make it easier for my recipients by tagging my subject line with Action, Idea, Info, Laugh, 
Reminder, Revised or Updated as appropriate. 
 

20. I will use only my subject line and <end of message>, <end> or <eom> for brief messages. 
 

21. I will be mindful of thank-you email and/or give more detailed acknowledgement with specific 
feedback. 
 

22. I will not send an email or text that says “please call me”. 
 

23. I will not leave a voicemail that says “I just sent you an email…”  
 

24. Once an email has three or more consecutive responses, I will start a new email, summarize at 
the top of the email string what needs to be done or pick up the phone instead. 
 

25. I will consider instant messaging instead of email to ask questions and share updates. 
 

26. I will restrict the flood of email notifications from my news readers, websites and social networks. 
 

27. I will ask my go-to people which practices they find effective and explore what works best for me. 
 

28. I will practice these new habits and ask for help when I need it! 
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