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Dear_______

In his book, Simplicity, Bill Jensen outlines a system to save me/you TONS of time, reduce our email glut and simplify our lives.

I receive SO many emails these days, between forwards-cc’s and other such stuff. Much of it I don’t need to see! I’m sure you are getting the same emails too. You probably (like me) get a ton of calls, drop ins and even instant messages. Many of them clutter my/your life. The disruptions make it hard for me to do my job. Here’s a system I’m going to use when I talk to our leaders and who I work for and I’d also appreciate it if the folks that report to me do the same….THE CLEAR SYSTEM by Jensen.

Before you hit the send button, get ready to answer my five questions:

C: Is it connected to my job??

L: Give me a list of things you want me to do about this information
E: What do you expect me to do about this information?
A: What is my ability in this regard? How can I uniquely help here?
R: What is the return on investment (me or the company)?

My friend, Tim Sanders at Yahoo!, just implemented this system and he gets 30% less emails, yet stays very informed of the things that are relevant to his job. Don’t worry—I’m going to live this too when I’m thinking about forwarding/cc’ing or sending emails to my bosses. As Bill Jensen says….”the thing about great leaders is that they are very good with other people’s time”
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Visit TimSanders.com or call (877) 307-7403



Thanks in advance for your help!
