
 

 

 

EmailPEP 

Background 

75% of executives surveyed in USA's top Fortune 1000 companies said they felt overwhelmed 

by the number of messages they receive. Yet proper use of e-mail can deliver great work 

efficiencies – if we use it correctly. 

As well as meetings, memos, telephones, cell phone messaging, interruptions and voice mails, 

e-mail is just one more medium to juggle with when you’re already swamped with 

communications media.  But if you understand and develop the 5 Habits successfully – and 

get your team members to do the same – you’ll soon have a set of easy-to-follow protocols 

that will lessen the whole company’s e-mail workload. 

Implementation 

The Best Five E-mail Habits program is implemented in groups of 8-10 individuals. The course 

is done in your own workplace where you have access to your computer and your e-mail. We 

alternate theory with practical exercises that get you putting the principles into action on the 

spot, to achieve immediate results. Everyone receives individual coaching and a follow-up 

session.  

Time Requirement 

1 ½ to 2 days depending on your existing knowledge of the available features of your e-mail 

system. The interval between the steps is one month.  

Step 1 

 Analysis of the team’s email culture – what can be improved and where are the 
immediate wins? 

 The Best Five E-mail Habits to reduce e-mail overload 
o Intelligent decisions 
o The art of batching 
o Creating the right result every time 
o “Do it now” – finishing the day with an empty inbox 
o No Flame-mail or distempered messages 

 The methods that give you back control 

 Your e-mail system’s most useful features 

 Putting theory into practice with individual coaching 
 

Step 2 

 Follow-up and review 

 New evaluation of the team’s e-mail protocols – where can we make additional 
improvements? 

 Review of your e-mail system’s featured based on the evaluation 

 Practical exercises on making use of your e-mail features and using the “Do it 
Now” principle.  

 



 

 

 

Target Audience 
Team members, any department or company unit working together who need to recover the 
time lost to email traffic. 
 


