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Step Three 

[ File Structure ] 

Tidy inbox, happy customers, crystal clear mind. 

You know your email set up isn’t working when you find yourself starting every email 

with, “I’m sorry for the delayed response”. Or, worse still, your clients chase you for a 

response or maybe you overlook enquiry emails because they disappeared out of view. 

When a chaotic inbox threatens your revenue, that’s a sure sign you need to get your 

inbox under control.  

I know, I’m always talking about folders, but that’s because they’re incredibly useful and 

having the right folders helps you keep your inbox tidy. Just like with your Document 

Management, you want to have as few top tier folders as possible and the next page 

shows you an example  email folder set up. Your business may need slightly different 

folders and you can use the blank table at page 4 to work out what folders you need. And 

remember, if you’d like the folders to appear in a specific order, preface the folder name 

with a number eg 1Clients, 2Projects. 

Lastly, if you want to start with a clean slate, create a folder called Inbox Archive, and 

move all the emails from  your inbox into the new folder. Now you’ve reached inbox zero! 

Email Management 
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Step Two 

TOP LEVEL FOLDERS 

Clients 

Prospects 

Client Projects 

Finance 

Reference/Review/To Read 

Waiting For 

Company 

Supplier 

 

1. Clients 

a. Individual Client folders 

 

2. Prospects 

a. Individual Prospect folders 

 

3. Projects 

a. Folder for each project 

 

4. Finance 

a. Accountant 

b. HMRC 

c. Purchase Receipts 

d. Invoices to Process 

e. Bank 

f. VAT  

 

5. Reference 

a. To Read (all those blogs you receive) 

b. Planes and Trains (tickets, boarding passes) 

c. Event Registrations 

 

6. Waiting For (The emails you send where you ask for a response from someone) 

 

7. Company 

a. Website 

 

8. Suppliers 

a. Individual Supplier folders 

Examples 

Step Three 
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Step Two 

TOP LEVEL FOLDERS 

 

 

 

 

 

 

 

 

Additional Levels 

 

 

 

 

Your Folder Structure 
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