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Shared folders require cooperation and courtesy for the greater good.
WeTe all in this folder together.
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REQPECT
HEADPHONES
AS A 516N OF
INTENTIONAL
QOLATION.




YOUR
SUBJECT LINE
MUSI
MAIGH YOUR
JUBJECT.




Invest your own time to become an expert with your gigital tools.
Helping yourselt helps everyone work smarter.
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Remember to express how you feel in the real world, too.
We'e all human and appreciate a genuine :-)
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Make every effort to progress without calling a meeting.
Manage your time, not everyone elses.
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When working off-hours, do not expect others to be readily available.
Respect the office hours of your co-workers.
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REREAL
EVERY
EMAIL
BEFOR
YOU SENDIT.




UFHICE MUSIC
REQUIRES A
LONSENDLY,
NOT A SIMPLE
MAJORITY.




REPLY ALL
13 FOR USE
ONLY IN

EMERGENCIES.




[t you want your audience to listen, speak.
[t you want them to read, write.
[t you want them to sleep, use bullets.
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EMAIL IS NOT
WHERE YOU
S URE
JOCUMENTS OR
PROOWURDS.




Bring people together to engage and discuss.
Do not bring people together to simply share.
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YOUR PROFILE
PICTURE
MUSI
ACTUALLY BE A
PICTURE OF YOU.




NEVER
ASK
SUMEONE
0
Otk BELOW'




Atter two days, the hip, clever, ironic, cute, retro
ringtone, alert, or alarm quickly decays.
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A quick confirmation saves everyone time.
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VIDED CHALS
REQUIRE A
LOURTESY
KNOCK BEFORE
LONNECTING.




ACKNOWLEDGE
REGEIPT OF ALL
JUESTIONS
YOU INTEND TO
LONSIDER.




SERIOUSLY
REGONSIDER
SENDING
[HAI
ATTACHMENT.




EATING WhILE
ON A CALL

13 JUST AS RUDE
IR
IN PERSON.




FAGE-T0-FAGE
THREADY
ARE

CALLED
CONVERSATIOND.




Juality of connection
= Who said that”

Juantity of participants
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They should, but sadly they do not.
Please limit the metaphorical comparisons of
Westeros kingdoms to company divisions.
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No group chat because youre running okype 1.07
bet with the programs.
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Unly invite essential people to your meeting.
Fveryone else will thank you.
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Dont let an operating system come between
co-workers, departments, or progress.
People control machines, not the other way around.
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[t is your responsinility to be on time.
[t youTe not early, you'e late.
Plan anhead.
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You don' leave your clothes in a pile on the floor,
why leave your sales reports there?
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And by “just work™ they mean look prettier than yours.
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Seriously.
Think about it
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summarize yourself
Ask questions that can receive a yes or no answer.
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[t you need to setup your laptop and load your presentation -
do it BEFORE the meeting starts.
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WHEN you want something is just as important as WHAT you need.
Be clear in your requests.
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The whiteboard is a temporary surface for your ideas.
Take them with you and make them real.
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Texts and emails are sight only. Video chats add sound.
[n-person adds touch.
Consider bringing flowers.
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NAME

FOLDERD & FILES
HOR
LOMPRERENSION
BY ANYONE.




lime is divided not multiplied when you attempt
to do more than one thing at a time.
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YOU MUST
ANSWER (R
ACKNOWLEDGE
EVERY POINTIN
AN EMAIL.




T it says you are AVAILABLE, be available.
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LOMPORE.
LONSIDER.

DELEIE.




Lake? Yes.
3inging? Maybe.
Blow off the day? No.
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Take a pen & paper.
Take it down.
Take responsibility.
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REAL PEOPLE
DESERVE
A2 THE
ATTENTION OF
VIRTUAL ONES.




Passwords leak.
The more places you use them, the deeper under water you can get
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EMAIL
3 NOTAVERB.

EMAIL TS A TOOL.




This small investment will give you the greatest retumn
when you have no time in the future.
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EMAILS
ARE
NOT

[EXTS
DR TWEETS.




Aleader will explain to all attendees WHY they are together,
WHAT the goal is ana,
WHEN they are finished.
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YOU ARE
ONLY Ad COOL
AS YOUR
WEAKEST
LINK.




The ending time of one event should never be the beginning of another.
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ALWAYS
BREAK [HE
THREAD WHEN
THE TOPIL
CHANGES.




AMAZINGL,
YOUR VOICE
LARRIED INT(

THE PRONE AND
INTO TRE ROOM.




More than 20 words and youve created a document,
not a presentation. Know the ditference.
A picture is worth a0 slides.
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YOUR EMAIL
JINATURE
MUST GONTAIN
YOUR PHONE

NUMBER.




LET THE QUIET
WORKERS
WORK-
THEIR FOCUS
PAYD THE BILLY.




[t should work on the plane. [t should work in the subway.
[t should work when the power is out and only the glow
of your computer i left to close the deal.
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No one teels nostaligia for sexism, racism, or questionable ethics.
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Consider bringing your own stash of M&Ms or Gummi Bears.
And share.
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A normal amount of human energy is sufficient to do all real work.
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Fverything on your desk means nothing is on your mind.
Nothing on your desk means everythings in your head.
Lonsider the message you are sending.
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Whenever possible, provide a day's notice to your orficemates
When you are expecting visitors.
This will ensure a positive presentation is made by all.
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Whether for official or unofticial reasons,
how much time you are spending there is duly noted.
Just saying.
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YOUR
SLREENSAVER
WILL ENGAGE
WHEN YOU
LEAST EXPECTIT.




[t you need more than that,
we need to talk about this lost path you are on.
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All computers, projectors and Screens are now widescreen.
Take advantage of the screen space and
make all presentations fit these modem proportions.
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KNOW THE
LIMITS OF
PERSONAL
PROTO IN THE
WORKPLACE.




LEAD WITH
THE ANSWERS,
FOLLOW

WIIH THE
CONTEAT.




SEGRETS DON'T
LAST AROUND
HERE, ASOUME
SUMEONE I3
LIRTENING.




You can shorten all dialogues by
thinking ahead to what the next question will be -
and address it up front.
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The time before and after meetings is disrupted by preparation
and follow-up. Holding meetings to the edges of the day
frees up time to be productive throughout the day.
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We can't remember your paragrapns.
We can't forget your brevity.
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Calling in from the coffee shop? Mute when youTe not speaking.
Listening in on a conference call? Mute by default.
Working from home with young children and pets? Double mute.
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Calendars schedule in nice 15 minute increments, but work does not
need to fit within these blocks. It youre done at 11 il the hour,
break up and get some real work done.
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Urganized thoughts, notes, lists, folders, papers, files
s the grease for productivity.
squeaky wheels will eventually stop the train.
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Any competition or conflict between teams and individuals is a clear
indication that the wrong targets are being sighted.
Step back and reconsider your aim.
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