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Today lawyers are constantly distracted by technology, connectivity, and information overload … 
email, instant messaging, social media, phone calls, interruptions, etc.  These distractions cause very 
smart people to underperform. Too many time management seminars simply ignore the advantages 
and evils of technology. In this session, you will learn how to take back control and own your 
technology instead of it owning you – with distraction management techniques and practical time, task 
& email management methodologies that let you regain control of your day. 
 
9:00 – 9:30 

• Is Technology Your Servant? 
• Combatting Attention Deficit Trait and Distractions 
• Managing Client and Office Interruptions and Fires 
• Managing Client Expectations with Electronic Communication 

9:30 – 10:00 
• Email Management 
• Task Management 
• Managing Delegated Items 
• Weekly Review of Responsible Matters, Deadlines, SOL Reports, Billable Time 
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Distraction, Time, Task & Email 
Management

Taming the Digital Chaos

Affinity Consulting
Paul J. Unger, Esq.

punger@affinityconsulting.com
Instagram: pauljunger

Technology 
your Servant?
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… or Servant to
Technology?

emails
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telephone calls

walk-ins
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text messages

email or internet
curiosity breaks



5

480 ÷ 245 
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minutes

Technology Distraction
Attention Deficit Trait
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Why Smart People
Underperform

15 minutes
per interruption

2007 Microsoft Study
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4 x per hour

40% never 
returned to Task

2010 Microsoft Study

Multi-tasking 
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40% loss of 

productivity
The True Cost of Multi-Tasking, Susan Weinschneck, Ph.D.

Psychology Today, Sept. 2012

Internal
Interruptions
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Switch Tasks

(King’s College, 2005)
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Combating Technology Induced 
Attention Deficit Trait

1. Workplace & 
Personal Health

2. Attention 
Management Skills

3. Time Task Email 
Management 
Methodology
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1. Workplace & 
Personal Health

Provide a beacon 
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Personal Health
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2. Attention 
Management 

Skills

Write Down the Most Chaotic 
Environment for You to Work
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Don’t Operate in Email … 
Operate from Task List or Calendar
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Turn Off all Notifications

Turn Off Notifications - Outlook
File > Options > Mail
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Turn Off Notifications – iPhone

Settings > Notifications >
Select Application >

Turn Off “Allow Notifications”

Turn Off Notifications – Android

Settings > Applications >
Application Manager 
Select Desired App
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Carl Franklin
www. http://mtcb.pwop.com/
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Create Rituals & Checklists
(like a morning ritual)

Simple Checklist
(iTunes/iPad App Store)

Create AM/PM Rituals
iPad/iPhone App
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Create AM/PM Rituals
iPad/iPhone App

On Busy Days, Do Not Check 
Email until 10 am?
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Limited Do Not Disturb
No Communication Devices

NOT All Day!!!

Do “Huddles” in the AM with 
Team Members
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Are you Enabling or
Empowering?

Have a Problem? … Better
Have a Solution with it!!
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Office-Drama is a 
Time Suck!

70% of communication is 
body language & tone ... 
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Never kick a fresh turd 
on a hot day.

- Harry S. Truman

I didn’t steal 
his book.
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I didn’t steal 
his book.

I didn’t steal
his book.
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I didn’t steal 
his book.

I didn’t steal 
his book.
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3. Time Task Email 
Management Methodology

Help!  My Inbox is Exploding!
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Email & Task
Game Plan

Use Autotext for 
Repeat Responses
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Use Templates for 
Repeat Responses

Batch Process
Email
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3 Minute
Rule

Touch it Once
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THE 4 
D’s

Delete
Do
Delegate
Delay

THE 4 D’s
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Email Rules -
Delegated Items

Delayed Email
& Task

Management
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Record the Task/To Do

Create Task from Email
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Create Task from Email

Great for Converting Emails with 
Info, Hyperlinks or Attachments!
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Docket the Deadline on 
Calendar/PM Software

Schedule on Calendar
(deadline + time to do it)
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File the Email

Foundation for Email 
Management = DMS
(all integrate with Outlook)
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Task 
Management
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Tasks Come from Many Sources

Master
Task List
Master
Task List

Meetings

Random
Neural
Firings

People

Phone

Paper & 
Mail

Email

Sticky
Notes &

Lists

Goals & 
Bucket 

List

Electronic/Program 
Based Task Lists
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Si
ri

Wunderlist
(owned by Microsoft)
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Managing the Master Task List
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Short List 
v

Long List
v

Calendar

Daily Tasks

Out of Sight … Out of Mind
So Paper is OK???



43

Morning Review 
Reminders, Calendar 

& Task List

Write your Daily Task List
(only 3-5 items!)

Tuesday Tasks

1. Enter yesterday’s time that I forgot
2. Review prebills
3. VA  project (2 hours)
4. Call Sam
5. Research Jones statute of limitations

… or plot it out on your calendar!
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Once-a-Week
Deep Review 

(performed weekly)

Weekly
Review

Calendar 
2 weeks 
Forward

Calendar 
2 weeks 

Back

Matter or 
Project 

List (DMS 
or PM)

Task List + 
Delegated 

Items

Process 
Email

Loose 
Papers, 
Notes

Time 
Entry 

Report

Should take
1-2 Hours
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