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For more than three decades, I've been reading other people’s mail. That is, corporate
emails to and from people at all levels in client organizations across myriad industries
—hundreds of thousands of emails. My firm analyzes why the original versions don't
work, why the edited versions get better responses, and ultimately how to make

How to Build Dashboa communication more productive and effective throughout the organization.

Persuade, Inform, and

The most revealing thing in our work? “Impact” stories. The lawsuits based on sloppy
GET THE WHITEPAPER wording. The loss of clients and contracts because of insensitive remarks. Inaccurate
payments caused by missing information. Frustration, missed deadlines, lost

% +obleau productivity because of inconsistency in filing important documents.

This entire article could be a collection of such blunders and their associated career

and organizational costs. But that would only cause more stress for you, the reader. Instead, my aim is to make email work FOR you.
The goal is to fix these problems!

Stop the Stress and Productivity Drain

Unfortunately, whether at work or on vacation, most of us are still tapping away. At the airport. At the soccer field or gym. At the
beach. From a hospital bed - yours or that of a loved one. At bedtime. At sunrise. Over lunch. Chances are, your email habits drain
you, both mentally and emotionally. That spells lost productivity for your organization and stress for you. We were told more than two
decades ago that email would revolutionize the way we work and save us an enormous amount of time. While email has many
benefits, it has also engulfed us and created other productivity drains.

My organization, Booher Research Institute, recently commissioned a survey of email communication habits and productivity from
the Social Research Lab at the University of Northern Colorado. Here's what a representative sampling of knowledge workers across
multiple industries reported about their email habits:

—-—42 percent spend 3 hours or more per day reading and writing email (The average employee spends 2 to 2.5 hours per day.)
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—=95 percent check email either hourly or multiple times per hour
——34 percent say the email they get is redundant or irrelevant to their needs

——31 percent spend more than 20 minutes a day searching for lost documents

——28 percent have been scammed by email

While some experts predicted back in the 1990s that communication technology could potentially improve our productivity by 20—-25
percent, a McKinsey Global Institute study found that, in actuality, technology reduces our productivity by 28 percent for any number
of reasons - interruptions, distractions, disorganization, and not finding information to reply with.

To calculate the cost to an organization, consider a $75,000 salary as an illustration.

White-Collar Worker's Salary at $75,000

1. Multiply the base salary by 1.4 to account for benefits.
$75,000 (annual salary of employee)
x 1.4 (salary plus benefits)
$105,000 (total annual cost of employee, salary & benefits)

2. Multiply total employee cost by percent of time spent on email. (2.5 hours/day X 5 days/week = 12.5 hours of a 40-hour week.

Roughly 30 percent of the average worker'’s time is spent on email.)
$105,000 (annual employee cost)

x .30 (percent of time spent on email)

$31,500 (total cost to do email 2.5 hours/day - one employee)
$315,000 (total cost to do email 2.5 hours/day - if 10 employees)
$3,150,000 (total cost to do email 2.5 hours/day - if 100 employees)

To figure out how much of your own salary you “spend” on email, plug your salary into the above formula. It's easy to see the payoff
for learning to tame the email monster and reclaim uninterrupted work time.

So How's a Leader to Tame the Email Monster?

Here's a starter set of strategies:
Identify and Stop Email Clutter

Decide what's counterproductive or harmful to your brand. For example, limit email distribution lists to the real “heed to know.” Stop
using email for tasks better handled by other software programs like calendaring programs and project management software. Back
in the 1990s when email software was the only game in town, we emailed about everything. Now we have specific software for more
focused tasks.

Train Your Team to Write Better Emails Faster

Help writers learn to summarize their message in the first sentence. Then their email should state any recommended action or
follow-up action clearly. Far too many professionals write “So what?” emails. After recipients read incoming emails, their response is
'S0 what?” Unclear action leads to another 3 or 4 email exchanges — and more wasted time.

Finally, writers who summarize well organize well. That in itself leads to shorter emails. And shorter emails save reader time.
Use Templates Wisely

Lead your team to compose better emails quickly with templates that can be easily personalized to specific situations. Dump those
templates that have been on file for decades and that create more questions than answers. Auto-responders should handle the
‘rule”; personally drafted emails need only address the exceptions.
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Reduce Security Risks and Legal Liabilities

Make employees aware of the importance of changing passwords frequently, storing passwords securely, avoiding sensitive issues
In writing, and following copyright regulations in passing on documents or files they don't own.

Today, most substantive correspondence takes place through email. In essence, how your employees handle email determines
productivity and communication flow throughout the organization. Adopt smart habits to cut costs and improve your core work.

# Dianna Booher's latest books include Faster, Fewer, Better Emails; Communicate Like a Leader: What MORE Can | Say?; and Creating

Personal Presence. She’s the bestselling author of 48 books, published in 67 foreign editions. Dianna helps organizations communicate
clearly and leaders to expand their influence by a strong executive presence.
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Dianna Booher

Dianna Booher is currently CEO of Booher Research Institute and founder of Booher Consultants, a global training firm.
You can follow her on Linkedin and Twitter. Dianna is an opinion columnist for the CEOWORLD Magazine.
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