
PROCESSING YOUR EMAIL INBOX �
 FOR YOUR ASSISTANT �

SCAN 
EMAIL  

start with oldest  
messages first 

Assign Task to Self  
& Seek Direction 

(ask,  
write a draft,  
search SOPs) 

Reply or  
Take  

Action and  
Archive 

Does This  
Warrant  

Response  
or Some  
Action  

Taken ? 

Does  
Inbox Owner 

need to  
read the  
email? 

Yes 

Can I  
Reply or  

Take Action  
for the  

Email Owner? 

Yes 

 
MOVE TO  

‘Read Later’ 
 

Move out  
of Inbox to 

Archive 

No 

No 

Yes, with direction 

Assign Task to 
Email Owner in  

PM system 
& Move into  

“Assigned Tasks  
for Me” 

No 

Yes 


