Inbox and Calendar Management Plan
When and how often will you check your inbox? 

Where and using what device?​ 

How long will you aim to spend on this?​ ​(use a timer!)

What barriers might prevent you from sticking to your plan? 

How will you overcome these barriers?

What is your motivation to stick to this plan? 

What tools will you try going forward?
	Inbox management:
☐ Folders​
☐ Flags 
☐ Tasks​
☐ Colour categories ​
☐ Mark read / unread​
☐ Search and filter​
☐ Rules ​
☐ Other ____________________________

	Calendar management:		
☐ ​Connect your timetable  
☐ Different views and layouts​
☐ Tasks​
☐ ​Block your time out​
☐ Use the reminders​
☐ Set recurring reminders 
☐ Colour categories ​
☐ Other ____________________________




	What strategies will you try out to help stay organised in your calendar?  












