
 

Office of the Vice President of University Operations 

400 E University Way  •  Ellensburg  WA  98926-7405  •  Office: 509-963-2425 

Barge Hall, Room 305  •  Email: andreas.bohman@cwu.edu  •  Web: cwu.edu/operations 
EEO/AA/TITLE IX INSTITUTION  •  FOR ACCOMMODATION EMAIL: DS@CWU.EDU. 
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Memorandum 

December 4, 2018 

To: Operations Division members 

• Information Services and Security 

• Facilities Management and Capital 

Planning & Projects 

• University Police and Public Safety 

• Institutional Effectiveness 

• Project Management Office

Re: December no-email Fridays 

My office, including the Project Management Office, and University Police and Public Safety office 

personnel will be participating in a no email day every Friday in December, 8:00 AM – 5:00 PM. You are 

invited to join my office for December no email Fridays. Your unit leader may give you further directions 

(Nick, Shane, Jason, Gene and Andreas). My office will strive to accomplish communications in person, 

on the phone, or delay them until the next business day. You can also participate by spending less time 

in your in-box.  

Email is a powerful tool but can also be misused. Experience has taught me that more can be 

accomplished efficiently when I connect with people, and I value these in-person interactions. As a 

Division, we are committed to serving the university through collaborative partnerships. One way I think 

we can improve our business is through no email days. 

The purpose is to:  

• Improve the quality of communication through in-person interactions and building 

relationships, encourage calling before email, and avoid misinterpretations in written text. 

• Create time to focus by having fewer interruptions while working, accomplishing tasks faster, 

and learning what matters most. 

• Support a culture of advancing our work habits. A settled way of working is common. This 

provides a chance to step away from the inbox, think about how we use email, and how 

effective is our email communication. (To help facilitate this reflection, 15-minute huddles will 

be scheduled at the end of the first no-email day within offices/divisions to capture pros and 

cons.) 

• Here are examples of what others have done. Many organizations also recognize the email 

addiction and have instituted no email days. You can read about them here and here. Try other 

collaborative resources to communicate such as Microsoft Teams, Skype for Business, and 

SharePoint. 

How will we accomplish this? Here is our 4-step plan below:  

https://hbr.org/2016/06/some-companies-are-banning-email-and-getting-more-done
https://www.huffingtonpost.com.au/amantha-imber/we-banned-office-emails-for-a-day-and-heres-what-happened_a_23212922/
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Step 1) Plan ahead!  

Determine the best way to utilize a no email day. Consider some of the following: 

➢ Projects put on the back burner 

➢ Tasks that need concentration 

➢ Group projects 

➢ Fiscal year planning  

If you participate, we would like to have a 15-30-minute huddle to reflect on pros and cons 

during no-email day. Nichol Hibbard and Wendi Hembree will be capturing lessons learned while 

they are fresh on our mind. 

Step 2) On the day of, set an out of office automatic reply. Here is a sample and an alternate for partial 

participators:  

‘Thank you for wanting to communicate with me during no-email day in [department]. Today we 

are embracing live communication and collaboration. I am here and want to hear from you. 

Please call me at [phone]. If I do not answer, you’re welcome to call [name] at [phone] and 

he/she may know where I am at. And if you happen to be in the neighborhood, please stop by my 

office at [building/room#]. I look forward to hearing your voice!’ 

 

‘Thank you for your email. Today we are embracing live communication and collaboration and 

therefore I have limited access today to email. I want to hear from you. Please call me at [phone] 

or stop by to see me at [building/room]. I look forward to hearing your voice!’ 

 

Step 3) Turn off email notifications and alerts, unless your tasks are directly related to receiving 

customer emails in a service-oriented function, such as the IS service desk or Facilities work order 

requests. 

Step 4) Stay out of your in-box during December no-email Fridays. 

 

We look forward to expanding our comfort zone and working together in building more collaborative, 

unified units.  

 

Sincere regards, 

Andreas Bohman 

 


