‘Reclaim Your Workday

Proven Systems to Boost Team Output
Without Burnout






I"VE BEEN SO BUSY TODAY
TYING AND UNTYING THESE




bllS

busmess







Our

Itinerary




Communication - Simplified
TO = action required .

CC =for info

NRN - No response needed



MATRIX  T=Send in the TO line
LEGEND C =Copied forrnformatron only '_
N= Not reqmred

C_ol_lebOrative ordecisii'on-.ma_king m'eetings o

| Dlgltaltrall needed or communlcatlon W|th a
vendor or cllent ' '

f emarlthread is more than 3 4 responses
Response to missed call or vorcemall
Client preference. =

Meetings where sharing-screens is neces_sary.
‘Meetings with three or more people :
Client preference -

Short messages _
Group announcements
Casual banter (limit, please!)

Task assignrnents and status updates.




Communication Type

Channel

Purpose

Response Time

Participants

Project management

Status updates and

Project Updates System (PMS) tracking: Update daily Project Team
Action or Task PMS Assign tasks or Per due date (if email, :
; : : : : Project Team
requests Email requests for info put into subject line)
Qucties Hiatacn L 1-2 hours (no response :
Quick Questions Chat Tool tasks or don’t need to : p Relevant Teams
expected immediately)
be searchable
Formal 3 :
Announcements Email Company-wide N/A All Employees
] : Invited required
. Video or Phone Discuso e Scheduled more than members
Meeting synchronous

Conferencing

communication

24 hours in advance

(Do not invite optional
team members)

Document Sharing

Shared Drive

Collaborative
document work

N/A

Relevant Teams

Video Screen Capture

Loom

Feedback on digital or
visual content

Per task request

Project Team, Vendors,
Clients







Should ThlS le a Meetlng‘? -'

o Y_ES

Yes

MAYBE




10:00-12:00pm
2:00-3:00pm



E Calen ¢ > October 2021 - % raderco.

\Y | t‘
udgets [JEENEE. :
@ Vistaprint $30 off $100 + free shipping

Mindfulness Workshop Blueprint Burlington DG burlington DG
9am, https://us06web.zoom.us/|/4284560( Raleigh Founded 9am - 7pm 9am - 7pm
9:15am - 5pm
Chris Lee: Blueprint Power Coaching Sessi
10 - 10:45am

BOok Speak Repeat Meet the meeting plas
11am - 12pm

Craig Shoaf: Power VIP| MyCPE Manage Well Remotely, 11:30am

11:30am - 17 Vonday Mind{_Papa Spuds, 1]

block for block

Joseph Hadeka: Blueprint Power Coaching| W

12:45 - 1:30pm
block

Anne Staylor: 45-min Individual Laser Coad

Burlington - Crooks' Corner
1:15 - 6:15pm

Cut and color

2-4pm

Yellow Dog Brewing Co.

1:30 - 2:15pm EREET e
bf nf 0 nj R g g
KayLynn Dalebout: Power VIP Coaching 9| ) )
:30 - 31
B L h h My-CPE Work Well Remotely
3-4pm

Eduardo Arreaga: Virtual Coffee (Rader C

Wendy and Marcey TBD
5:30 - 7pm
Chubby's Tacos Raleigh







ROI of Async Tools

Replace one 30-min weekly

meeting with 5-min async video =
26 hours per person/year

J $75/hr = $1950 per person/year!




. Calendar
Outlook Options

G | ; . ;
SR lil Change the seftings for calendars, meetings, and time zones.

Event settings

Work time

Work hours:

Default duration
45 minutes

Start time: 2:00 AM

End time: 5:00 PM

Work week: [] Sun [¥] Mon Tue | [ I I

First day of week: | Sunday D Speedy meetings

L .

snguage First week of year | Starts on Jan 1

Ease of Access ' End 30 minute meetings 5 minutes early and longer meetings 10 minutes early
Calendar options

Advanced

Customize Ribbon

. ._C‘_.,,] Default duration for new appointments and meetings:

H:zee: Default guest permissions
| End appointments and meetings early . .
Quiick Access Toolbar R Add guest permissions
Less than one hour: | 3 minutes ™
A One hour or longer: | 10 minutes ~ - S -
Sl . - . = Automatically add invitations @
rust Center Default reminders: 15 minutes ! i i
i e Yes, but don't send event notifications unless | ha...
Allow attendees to pro i

Use this response when proposing w meeting time: {7 Tentative ~ Notifications
Add holidays to the Calendar: | Add Holidays.. | : Off
Change | rmissi or viewing Free/Busy information: [ FlEEfSusy‘OptiDns...

Enable an alter . .
mE: Play notification sounds

tside of your organization, use the iCalendar format

pointments and meetings with reminders
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Design Days allow us a day to reflect,
think, plan, and execute without feeling
bound by emails and meetings.

— Jen Shevlin, VP of Human Resources



10 MONDAY 0 TUESDAY 12 WEDNFS[JAY 13 THURSDAY 14 FRIDAY

f— __________,__ —_—

All day | | [ [

]

= . - B |
7 Al «1 e [_—________—_I__——__ = —_'—___'_'_—_
8 AM '»— . — ——————————1—

| S g
Validate PR Process

GgD [ Work on Project l}

;qrf

10 AM

|
11 »'\Hr t\mﬂumm J' _—____’JI—____________
12 PM | | ? OWER Phone Call || o

oml Hou\'s‘ ‘ lr'

2 PM

Send Proposal

3 PM

—

—_— INK]‘I‘G‘I"e ;:,enlzlléc:llmmsub

4 PM —— —_—

Design Time







Delay Send

Delay Send Delay Send

Send Message:

In 1 hour
In 2 hours

)0’,‘ l'ﬂdel'('ll: In 4 hours

Tomorrow morning
SPEAKER, COACH, AUTHOR, FOUND Tomorrow afternoon
ArCey (484)455-4122 In 2 days

d helloraderco.com -
adcr marceyrader.com In4 days

Watch my speaker reel! InTweek
In 2 weeks

In 1T month

At a specific time:

SansSerif + 7T~ B I U A~ 7/17/2025 7:56 AM —

¥A VD o063

#7 Schedule recurring message

Send Later () Remind me in2days  ifnc : Send Later (] Remindme in2




Untitled - Message (HTML)

rormat fext B e Lreveloper

: |"I Request a Delivery Recelp l"* ; %

Permission Use YWoting Reguest a Read Recelpt Save Sent | Delay Diirect
Buttoans - ltem To = |Delivery| Replies To

Tracking : sare Options

Message Insert Options Format Text Review Help @ Tell me what you want to do

Calibri (Body) 11 B I U

@ Send this email when most recipients are in their work hours: Thu, Nov 7 at 10:00 AM Delay send | Feedback | Dismiss this message

Recommended for you

. Want to delay after-hour emails?
E Enrico Cattaneo; Kathy Thompson: @ Jon LeCroy: @ Donna Seo; y
Schedule your emails to be delivered during your coworkers' work hours.

Try it out

6l o

Subject Monthly marketing status review

Hi everyone - Just going through the results of this month's marketing campaigns. I'd like to check in with you all on some clarifying points
re: KPls, review some of our A/B testing results, and check in on ad spend status. If you could each send me your status on those, that

would be great.

Thanks!
Emily




'No meetings
one day pre and
post-vacation!




Out of Office Heads Up

From Marcey Rader <marcey@helloraderco.com> =

To

Subject

Upcoming O00:; July 25-30

3y raderco.

SPEAKER, COACH, AUTHOR, FOUNDER

MAarcey (484)ass-ai22

. l" - helloraderco.com
r‘]‘( ('r marceyrader.com

Watch my speaker reel!










e

MeetlngBudgets o B

Asychided B Laley "F_oc_:us'Tfote'm ' Scre_en_—Fr_eeLunch



‘Which of these
will save you the most time
next week? -





https://qrco.de/beNxBU
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