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Recommended Web 2.0 tools
· E-mail – http://gmail.com
· RSS reader – http://google.com/reader
· Social Bookmarking – http://delicious.com
· Social Network Creation – http://ning.com
· Online docs suite [with form creator] – http://docs.google.com

Productivity Philosophy
· Do one thing at a time
· If something takes < 5 minutes to do, do it right away
· Outsource everything possible
· Eliminate distractions and organize information consumption
· Work in terms of action steps
· Follow the Inbox Zero principle for your e-mail
· Have a weekly review to go over your projects, and clear your inbox, action steps, and follow ups

Blogs
· Four Hour Work Week - http://www.fourhourworkweek.com/blog/
· Lifehacker - http://lifehacker.com/
· Zen Habits - http://zenhabits.net/

Books
· Getting Things Done by David Allen
· Four Hour Work Week by Tim Ferris

E-mail Productivity

Step 1: Turn off “sounds” and “popups” to reduce interruptions
1. Right click on Microsoft Office Outlook on taskbar, and un-check “Show New Mail Desktop Alert”
2. Tools, options, e-mail options, advanced e-mail options, and un-check “Play a sound [when new items arrive]”

Step 2: Create Folders
Create 3 folders:
· Done
· Follow Up
· Later

Step 3: Do not “browse” e-mail. Only check 1-2x / day

Step 4: How to read e-mail
1. Touch the e-mail only once
2. Determine the next action; if action takes < 5 minutes to do; do it right away
3. If the e-mail is too long, then do not read it, and put it in “Later”

Step 5: Weekly Review – Bring your inbox and later down to 0 at least once / week
