Intelligent E-mail Management

The use of e-mail in property management is becoming more prevalent. It’s a great way to communicate with co-workers, vendors and customers. Unfortunately, e-mail can quickly become a nightmare as your inbox becomes clogged with time-wasters and spam that can cause a legitimate message to be overlooked. 

According to some recent statistics by NFI Research:

· 71 percent of executives and managers spend an hour or more each day managing their e-mail.

· More than 25 percent spend three hours or more a day using e-mail.

· 68 percent said that 25 percent of the e-mail they receive is unnecessary.

· 60 percent of these e-mails are spam (unwanted solicitations), followed by internal e-mails.

· In addition a recent survey found that the average person gets receives 20 spam e-mails a day.

Here’s a few tips that can help you manage the daily bombardment in your inbox and possibly even cut down on the number of unwanted messages you receive. 

· Delete junk e-mail immediately. Don’t bother replying to spam – many spammers will ignore a request to be removed because replying confirms that the address is legitimate. Your address may even be sold to others.

· Use folders and groups to create a filing system for your e-mail. In addition, categorizing e-mails creates a quick to-do list.

· Be concise. Send only relevant information and don’t ramble. Sometimes a word or two in the subject line is all that’s necessary.

· Let the recipient know when no reply is necessary. In addition, putting the term DRIB (Don’t Read If Busy) when the message is not important.

· Read e-mail immediately. E-mail is often used when information needs to be shared immediately.

· Be careful when using “Reply All” or when sending something to everyone on your e-mail list. Many companies monitor their employee’s e-mail.

· Ask to be removed from e-mail lists that it is no longer necessary for you to belong to.

· Keep your assistants in the loop.

· Remember, some things are best said in person. E-mail is great for quick notes and sending attachments, however, very bad news should never be sent via e-mail.

· Use e-mail filters to protect your privacy. Most service providers have varying degrees of filters that you can use block unwanted e-mail.

· Be careful about giving out your e-mail address. Before you give out your address for any sort of contest, listing, mailing or website; check to see what that organization’s privacy policies are.

· Forward offensive spam to the originating ISP. You can send these e-mails to aliases such as abuse or postmaster at that service provider (e.g. abuse@msn.com).

