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For many of us, working remotely is 

now the new normal. Your team has 

been doing it for months now and 

you likely have discovered a few 

issues or areas where your 

communication channels break down. 

In my 25 years of experience working 

remotely and helping others do the 

same, most businesses fall into one of 

two categories.  
 

Undersharing 

 

In this scenario, your team has 

moved to a remote workforce 

and doesn’t have the proper 

communication channels and 

processes in place to keep 

everyone in the loop. You may go 

days without hearing from some 

team members, and you often find 

yourself having to go out of your 

way to get details about projects 

that they are working on. This 

happens most often with teams 

that are used to working in the 
same office together and relied 

heavily on office pop-ins or water 

cooler meetings.  

 

Oversharing 

 

On the other end of the 

spectrum, you have the 

oversharing teams. The ones that 

send out dozens of emails each 

and every day keeping the rest of 

the team “in the loop” on 

everything that they are doing 

throughout the day. And while 

there are some good bits of 

information hidden with those 

emails. Having to go through 100 

emails a day to find key updates 

isn’t a good use of anyone’s time.  

 

So, I want to share with you some 

of the ways that my team has 

streamlined their communications 

while working remotely.  

 

1. Prioritize Emails 

If left unchecked, I get hundreds 

of emails every day. And that 

makes it really difficult to keep on 

top of. So as a company we use 

the "1, 2, 3" subject line system.  

 

Here's how it works. Simply start 

off your subject line with a 1, 2, or 

3. 

● "1" means that the email is 

time-sensitive and important 

and needs action immediately. 

(I get these kind of emails 

once or twice a month) 

  

● "2" means that you have to 

take some action, but it 

doesn’t need to be addressed 

right away. (This is where the 

majority of emails fall from my 

team) 

  

● "3" means no action is 

required on the part of the 

recipient, it’s simply an FYI. 

  

This straightforward system 

allows us to scan our inboxes 

quickly to know which emails 

need immediate attention and 

which ones can wait till we have 

time.  

 

2. Standardize Reporting 

Another way to streamline 

communications with your team is 

to standardize the way that you 

do your reporting. The easier it is 

to obtain and absorb the 

necessary information the better. 

For example, I can get a quick and 

accurate feel for what’s going on 

in my company, department by 

department, by reviewing each 

departmental leader’s Big Rock 

Report. I see what they have 

prioritized as their tasks for the 

week, what victories I get to 

congratulate them on, challenges I 

may need to support them 

through, and the other bulleted 

key updates from their past week. 

If you’ve ever enjoyed the speed 

at which you can get a quick sense 

of an area of your business by 

reviewing a powerfully designed 

dashboard or KPI scoreboard, 

you’ve experienced the way 

standardized information makes 

things easier. 

 

So sit down and think about 

where you are lacking details or 

reporting and work with your 

team to get that information sent 

out on a regular basis.  

 

There are a lot of advantages to 

working with a remote 

workforce, and when set up 

correctly there is no reason why 

you can’t thrive while apart. Talk 
to your team members about 

email and reporting and look for 

other areas that you may have 

oversharing or under sharing 

concerns. Good luck! 
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Important Notice 
© Copyright 2021, Martin Pollins, All Rights 

Reserved 
 

This article appeared in Better Business Focus, 

published by Bizezia Limited (“the publisher”). 

It is protected by copyright law and 

reproduction in whole or in part without the 

publisher’s written permission is strictly 

prohibited. The publisher may be contacted at 

info@bizezia.com  

 

Some images in this publication are taken 

from Creative Commons – such images may 

be subject to copyright. Creative Commons is 

a non-profit organisation that enables the 

sharing and use of creativity and knowledge 

through free legal tools. 

 

The article is published without responsibility 

by the publisher or any contributing author 

for any loss howsoever occurring as a 

consequence of any action which you take, or 

action which you choose not to take, as a 

result of this article or any view expressed 

herein.  

 

Whilst it is believed that the information 

contained in this publication is correct at the 

time of publication, it is not a substitute for 

obtaining specific professional advice and no 

representation or warranty, expressed or 

implied, is made as to its accuracy or 

completeness.  

 

Any hyperlinks in the article were correct at 

the time this article was published but may 

have changed since then. Likewise, later 

technology may supersede any which are 

specified in the article. 

  

The information is relevant within the United 

Kingdom. These disclaimers and exclusions 

are governed by and construed in accordance 

with English Law. 
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