
 

 

 
• Do: Reply right now. 

 
• Defer: Act on later. 

 
• Delegate: Forward to others. 

 
• Digitally File: Save the attachments. 

 
• Document: File the email. 

 
• Delete: Delete the unnecessary. 

 
 
 
 
 
 
 
 
 
 
 
 
 


