Tech4Me2 Checklist
After Time Away Reset
Use this checklist after any extended time away from email to quickly regain control.

1. Start With a Quick Scan
☐ I skimmed subject lines for urgent items
☐ I looked for key contacts
☐ I avoided opening everything

2. Handle What Matters First
☐ I replied to urgent emails
☐ I moved tasks to my task list
☐ I ignored non-essential messages

3. Clear the Rest
☐ I deleted junk or outdated emails
☐ I archived non-action emails
☐ I used batch actions

4. Reset Your System
☐ I returned to my normal schedule
☐ I avoided catching up on everything
☐ I focused on moving forward

You don’t need to read everything—just regain control and move forward.
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