Reclaim Your Workday

Accelerate performance, navigate
distractions, drive results!






busyness

busmess







Three Roles. One Goal.

Reclaim your workday - at any level.

Focus on Guideteams  Lead with
doing work to work | clarity and
that matters smarter Vision



Break Free!

y to Intentional

ritize Deep Work

ate Guardrails
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Should ThlS Be a Meetlng‘?

- YES

Yes

MAYBE







Outlook Options

Language

Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E Change the settings for calendars, meetings,

Work time
£¥) Work hours:
Start time:
End time
Work week:
First day of week: | Sunday

StartsonJan 1

Calendar options

Default duration for new appointments and meetings: AP
efa y

End appointments and meetings early
one hour: | Sminutes ~
One hour orlonger: | 10 minutes v
[[] Default reminders 15 mir
E{] Allow attendees to propose new tir
Use this response when propo

Add holidays to the Ca

Change the p

and time zones.

45 minutes

I:J Speedy meetings

1l Jest permi on

Add guest permissions

Automaticall g invitation

Yes, but don't send event notifications unless | ha

’? Tentative ~ Naotif

Off

Free/Busy Opticns...

f your organization, use the iCalendar format

cintments and meetings with reminders

@













Async Wins

Use when tone or visuals matter
Use as pre-meeting review

Skip meetings — keep connection




ROI of Async Tools

Replace one 30-min weekly

' meeting with 5-min async video =
26 hours per person/year
$75/hr = per

person/year!
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Cost of Distraction

utes to regain focus

‘ » '.
PP
Sl
e o

ru ptions =~4 hours

hr - $ 132,000 per year
R Q»P‘ MRS :

Focus leaks cost you time....and real money.



1:00 - 2:00 PM

3:00 - 4:.00 PM

4:00 - 5:00 PM

Schedule time to focus today

Book

Book

Book




Time Anchor:

Name it & Claim It

lan ahead

”e intentional

TH NKitate | s wm e

Reflect & Ran

Sive it a name







MATRIX | T Send in the TO line |
LEGEND C=Copied for information only
- N=Notrequired

Collaborative or decisioh-makin‘g meetings

: Dlgltaltrall needed or communication W|th a
vendor or client.

If email thread > 3-4 responses.
Response to missed call/voicemail.
Client preference.

Meetings where sharing‘screens is necessary.
Meetings with three or more people.
Client preference

Short messages
Group announcements
Casual banter (limit, please!)

Task assignments and status updates.




Communication Type

Channel

Purpose

Response Time

Participants

Project Updates

Project management
System (PMS)

Status updates and
tracking

Update daily

Project Team

Action/Task Requests PMS, ASSIEN tasks_or ol fjue date_ it emall, Project Team
Email requests for info put into subject line)
M naheR 1-2 hours (no response
Quick Questions Chat Tool tasks or don’t need to y p Relevant Teams
expected immediately)
be searchable
Formal X h
Announcements Email Company-wide N/A All Employees
. ! Invited required
. Video or Phone Discusol nER 3 Scheduled more than members
Meeting synchronous

Conferencing

communication

24 hours in advance

(Do not invite optional
team members)

Document Sharing

Shared Drive

Collaborative
document work

N/A

Relevant Teams

Video Screen Capture

Loom

Feedback on digital or
visual content

Per task request

Project Team, Vendors,
Clients




to:

CC.



Communication - Simplified
TO = action required

CC =for info

NRN - No response needed



Impact of Over-Copying

= Slower decision-making

= Disempowering — trains dependency
= Creates inbox clutter
= Reduces accountability

If you copy your leader on everything,
eventually nothing gets their attention.



roup Norm - Copy







Untitled - Message (I-IT_ML).

Format Text Review Developer
o " ' Request a Delivery Receip 5 - 2 "‘:-.
; | .

Permisston Use Voting Request a Read Racelpt Save Sent| Delay Direct
v Buttons - item To ~ [Delvery Replies To

n

File Message Insert Options Format Text Review Help & Tell me what you want to do

'j v Calibri (Body) B I

cipients are in their work hours lov 7 at 10:00 AM Delay send | Feedback | Dismiss this message

Recommended for you

e ’ 2 2 Want to delay after-hour emails?
Enrico Cattaneo; ' Kathy Thompson: @ Jon LeCroy; @ Donna Seo; y
Schedule your emails to ba defivered during your coworkers' work hours

Try it out

Subject Monthly marketing status review

Hi everyone - Just going through the results of this month's marketing campaigns. I'd like to check in with you all on some clarifying points
re: KPls, review some of our A/B testing results, and check in on ad spend status. If you could each send me your status on those, that

would be great

Thanks!

Emily




delay send

HR0 eSS 50eC B G W N elp YT Oe ¢

Marcey Rader

Productivity and Maalth Soeak

Waork Well Play Mars

A83.455-2122 ESY

WarkWaliFlayMore.cam and Marceyfader. cam
Are you ready (0 Mers, Solve. Crsate?

LeCs chat!

teat ronoRy & kv










RaderCo Recap

rader rader
CO. CO.

"Ruleof7 G Name&Clalm G  DelaySend
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