Inbox Reset ChiéekliSt

Stop Paying the Email Rent

"Every unread email is rent-free chaos living in your brain."
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The Problem The Reframe
Every "just checking in" thread steals five minutes. You don't need inbox zero. You need inbox clarity. The
Multiply that by 50 and you're donating hours to other goal is "nothing hidden that can bite me later."

people's priorities. That's inbox chaos, and it's costing you
both time and trust.

The Two-Session Reset

This checklist resets your inbox in two 25-minute sessions. No marathon sorting required. Just focused action that delivers
immediate breathing room.

Session 1: The Purge

A e (Create three folders: Now, This Week, and Archive

e Move everything older than 7 days into Archive. If it was urgent, it's already solved

e Search for"invoice," "payment,” and "quote” and drag those into Now

Session 2: The Filters

e Setuprule: From clients — auto-label "Client Work"

e Setuprule: CCd emails = skip inbox, mark as read

e C(Create a"Friday Follow" label. End every week by moving unresolved threads there
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If you open your inbox 20 times a day for 3
minutes.each, that's 60 minutes lost. A week of
that =5 hours.

Inbox reset = ~§500/month recldimed.

® Bonus Move: The Two Window Rule

Check email at 9am and 3pm only. Everything else waits. This single habit compounds the clarity you've just created.

¥ Next Step

You just cleared 5 hours. Let's plug where they leak next. Explore the complete Chaos Cutback Framework to tackle time
chaos across your entire workday.

Take me to the Chaos Cutback Framewo



https://marketing.projectseven.co.nz/chaos-framework

