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Gctting Email Unclcr Control

Some Pcople Prmccr to only look at their emails at set
times each dag, for cxamplc from 9am to 10am and
rePlg to/wori( on all of them during those set hours. ]F
your business allows for this sort of regimen, that’s
]n T[‘HS ISSUC great and it will cer’cain!g increase your Productivitg on

. Guidancc on contro“ingyour other Projects and meetings throughout your dag.

incoming emails

However, most of us don’t have this luxurg and need to
* SU%CStiOHS/RCqUCStS reP13 ata quicker sPcccl. So l—wavinga system in Place
e Whois Magica“g Organizcd? will Certainlg Ee]p Organizing your incoming emails can
seem c]aunting, but once you get the hang of it, it will
save you tons of time and effort. Having a method to
review, organize and sort your emails will enable you to

handle all of the incoming emails, remember what you

“said” to wl—lom, and will Proviclc you with a “Papcr” trail.

When an email comes in, consider taking these steps:

f:accbook [Fans Receive
10% OH: tl’\Cl'l" i st Projcct! . Review the subjcct line and who it’s from.

BCCOT“C a ]:AN at 2. Doa quick over view of the email to determine if
Facebook.com/ Magicallyorganizcd

it requires an immediate response.




Do you have boxes and

boxes of loose Photographs?

Goto my affiliate, Scan Digital, and get
them all digjtized!
http://www.scancligital.com/agiliate/

598/index.PlﬁP?Pagc=l

])Can immediate response is rec]uired, decide on
your replg and take care of it in the moment or
as soon as Possib[e without ir\terrupting what

you are working on at that time.

[f an immediate replg is not required, leave the

message in 3our“]nbox” and use your “lnbox” as

a “Fencling/To Do [File.

Alfter you reply, a copy will be put in your
“Sent” folder. [f you are now awaiting a reply
or next step from the person you sent it to,
keep the copy in the “Sent” folder and use that
folder as a “["ollow-up [Tile” to remind you of

what took P]ace.

[f the email does not rcquirc any further follow-
up, move the “Sent” copytoa folderthatis
appropriate. Yourfolder names may be client
names, Projcct names, the months of the year,

etc,, depending upon your tch of work.

E_ach morning and evening, review your “lnbox”
for any items that you still need to read or replg

to and do so as time a”ows/requircs.

Also, cach morning and evening, review your
“«Sent” emails to remind you about what items
are still waiting on a rcplg/action from another

individual and Fo”ow~up as needed.

]ggou are receiving emails from vendors that you
are not interested in, simplg unsubscribe. ]t will
take a few seconds to clo, but will save you lots

of effortin the !ong run.



http://www.scandigital.com/affiliate/598/index.php?page=1
http://www.scandigital.com/affiliate/598/index.php?page=1

i0. Fina]]y, review all oﬂjour email folders every 6
Contact Mc months and delete what is no longer needed

and/or move items to a “Non-Active” status.
www.magica"yorganizec!.com

magicaHyorganizcd@yahoo.com OF course, NE\/EK check your email or texts while

(609) 280-6110 driving, NOthinS is more imPOr‘tant than your samcctyQ

Your Suggestions & Requests

Magica”g Organizcd distributes a hcllmcul article every
month and is alwags eager to lﬁeargoumceedback You
can make your suggestions, requests and comments by
contacting me via email, Phone, the Web, or on
Facebook. l love hearinggour ideas and Iﬂelping you
to achieve 5ourgoals. Feel free to contact me and tell

me what 3ou’d like to hear about in a future newsletter!

l also offer i FREE Presentation per month to
FFOU(J Mcmbcr O'FZ community groups MOF S, Senior groups, etc). |F
you be]ong to a group and would like me to come and

Present, Please let me know.

My contact information is in the left border and below.
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The Organizing Authority

Ahout the Owncr

Katl'xleen Edclstein, Owner
' Wi“iamstown, NJ

| (609) 280-6110
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Magica”g Organized is focused on you and your
peace of mind. ] work a!ongsidc you to make your life
easier. l Pride mgsehc on Providing high~qua!itg,

confidential service.

l work with you to eliminate the clutter. ] can helP

you to Fina”g get your car in the garage, sort through a
closet, empty a basement, or angthing in between.
Together, we will work at a pace that is goocl Forgou.
When we are Finished, you will have an easier, more

PcaceFu] life.

] began Magica”y Organized to lwelP to bring peace
and solace to others. ]t is my intention and goal to help
you get through the clutter so that you will have

relaxation and comfort in your home again‘

| believe that you can changc someone's life 133 helping
them to conquera task that scems

insurmountable. The sense of relief that you will feel
when thejob is complcte is whg | do this work. Jtis very

rewa rdingl

] bcgan this company because ] have a natural talent
for organizing and | want to pass it on. | love organizing
and want to show you how it can make your life casier.

] welcome the oPPortunitg to earn your trust and

deliver you the best service in the indus’cr&




