
Lou Dornoch <louindornoch@gmail.com>

FYC Emails 

Lucy Dixon <luce111@hotmail.co.uk> 20 February 2021 at 10:59
To: Patrick Murray <murrayballoan@gmail.com>, Lou Rollason <louindornoch@gmail.com>

Hi Paddy and Lou.

 

I’d like to propose a new way of make emails more efficient. With a dozen or so emails coming through each month I
wonder if it’s worth considering an efficiency measure I learnt through Quality Improvement. In all honesty, I don’t
monitor my personal email daily (I spend so much time on my work and business emails) and there’s a risk of losing
sight of important things.

 

Basically all emails have a code/comment at the beginning of the Subject Line of every email written or forwarded
which identifies it as one of three things: for info (FYI), for comment (FYC) or for action (FYA). At a glance it enables
people to prioritise what they do with emails – you don’t have to even read any of the body of the email to realise that
you don’t need to spend precious time addressing it before the next meeting if you don’t have time. You can even add
a date if you have a deadline e.g. FYC by 28/02 (Subject). This would also allow people to use the key word search in
their email for the most important things.

 

It may be worth getting people to consider the use of the reply all function e.g. did we all need to reply to all for the
colour of the toilet paint?

 

The thing is that it ideally needs to be adopted as a concrete rule by everyone at the end of the day to make it really
work but even if the most prolific emailers adopt it and everyone understands it then it should help make an impact.

 

Is this something we could add to the next agenda if you both feel it’s a goer?

 

Yours, Lucy

 

Sent from Mail for Windows 10

 

https://go.microsoft.com/fwlink/?LinkId=550986

