Tech4Me2 Checklist
Email Habit Reset
A Simple Checklist to Take Back Control of Your Inbox

Use this checklist to reset your habits. Revisit it periodically to stay on track.
1. Set Email Checking Times
This reduces constant interruptions and helps you stay focused.
☐ I will check email at these set times:
☐ Morning: __________________
☐ Midday: __________________
☐ Afternoon: __________________
☐ I will close the Gmail tab when not in use.
☐ I will ask people to call or text if something is urgent.

2. Decide What to Do the First Time You Read It
Avoid re-reading the same message multiple times.
☐ Reply
☐ Archive
☐ Delete
☐ Move the task to a task list

3. Turn Off Unnecessary Notifications
☐ Desktop notifications are off.
☐ Phone notifications are limited or off.
☐ Only essential senders (family, work, or urgent contacts) trigger alerts.

4. Stop Using My Inbox as Storage
☐ I archive messages once handled.
☐ I trust search to find messages when I need them.
☐ I keep my inbox as a processing zone.

5. Unsubscribe From What I Don’t Read
☐ I have unsubscribed from at least 3 senders I no longer read.
☐ I no longer delete the same newsletters repeatedly.

Small habit changes like these can make email feel manageable again.
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