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DISCLAIMER
IN BRIEF includes claim prevention information that helps you to minimize the likelihood of being sued 
for legal malpractice. The material presented does not establish, report, or create the standard of care for 
attorneys. The articles do not represent a complete analysis of the topics presented, and readers should 
conduct their own appropriate research.
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Managing Your E-Mail More Effectively
2. Don’t Check E-Mail First Thing in 

the Morning. Resist the urge to fire up your 
e-mail program first thing in the morning. 
When you check your e-mail at the beginning 
of your day, you get sucked into responding 
and dealing with new items before your real 
deadlines and to-do list.

3. Filter, Filter, Filter. Using the fil-
ters in your e-mail program enables you to 
handle each item more efficiently. Put your 
listserv e-mails in one folder, court notices 
in another, and client e-mails in yet a sepa-
rate folder or set of folders. Being organized 
makes you more productive.

4. Respond When You Read. When you 
read an e-mail, answer it immediately, if pos-
sible. If you don’t, it will get pushed down 
the list of important things to handle. Once 
e-mails are marked as “read” in your inbox, 
they get mixed with all the others, and you 
may forget to address them later. In addition, 
this process will ultimately take up less time 
because you won’t need to read each e-mail 
a second time to remember what you need to 
say in reply.

5. Keep It Short and Sweet. Just because 
you can type a long-winded response does not 
mean you should. If you need more than five 
lines to reply, pick up the phone. It will take 
less time to leave a voice-mail message.

6. Have Multiple Accounts. If you 
have only one e-mail address, personal 
and business matters get lumped together, 
creating havoc and disorganization. By 

E-mail can be a huge time-saver, helping us 
to communicate instantaneously without pick-
ing up a phone. We can exchange short mes-
sages or long ones, avoid trading voicemail 
messages, and generally accomplish more in 
less time than ever before.

However, e-mail can also be just 
the opposite – drawing us in as we ob-
sessively check and recheck our  
growing inbox until the wee hours of the morn-
ing. The trick to making e-mail productive is to 
keep it in check, balancing the needs of your 
business and clients with the need to get work 
done. 

Here are six quick tips to keep e-mail as a 
tool that serves rather than enslaves you:

1. Stop Checking E-Mail. That’s right 
– stop checking it. That is, stop checking it 
all the time. Rather than keeping your e-mail 
program up on your screen at all times, plan to 
open it only at set intervals. For example, you 
could designate “E-mail Time” at 11:00 a.m.,  
1:00 p.m., and 4:00 p.m. This will 
force you to concentrate on other mat-
ters, rather than using e-mail as a way to 
avoid work.  It is not necessary to check  
e-mail constantly throughout the day, and do-
ing so will regularly interrupt more important 
tasks. Ideally, check e-mail only a couple of 
times a day, and try to get the number of e-
mails in your inbox down to zero. This will 
allow you to attend to your priority tasks 
without constant interruption.



February 2011 www.osbplf.org – Page 2

maintaining multiple addresses, personal things stay 
personal and business remains business. Many free  
e-mail services are available, and you can host your own 
server and individual domain e-mail.
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