
COMMUNICATION
Or «Getting Things Done»

















HOW TO KEEP TRACK OF 
IMPORTANT INFORMATION?



1. All communication on ONE platform



1. All communication on ONE platform
2. Agree on when and how to use what







Slack
Google Drive
SMS
Call
Call 2x

SoMe

For ALL normal 
communication (remember: 

use the correct channel!)



Slack
Google Drive
SMS
Call
Call 2x

SoMe

All documents are stored 
here. Give update (with link) 

in Slack if documents need to 
be discussed



Slack
Google Drive
SMS
Call
Call 2x

SoMe

Important information or 
questions I need you to see 

within a couple of hours



Slack
Google Drive
SMS
Call
Call 2x

SoMe

Urgent matters. Pick up the 
phone or call back as soon as 

possible.



Slack
Google Drive
SMS
Call
Call 2x

SoMe

URGENT matters. Leave 
meetings to pick up the 

phone



Slack
Google Drive
SMS
Call
Call 2x

SoMe

Social things not related to 
the start-up (we’re friends as 

well!)



GOOGLE DRIVE



TRELLO



SLACK



MEETINGS



MEETINGS

Focus time vs. discussion time
How often & regularly?



1. E-mails
1. When & how often?
2. Inbox zero

PERSONAL



1. E-mails
1. When & how often?
2. Inbox zero

2. Phone
1. Turn off all notifications
2. Uninstall the Facebook app
3. Hide away all temptations

PERSONAL



1. E-mails
1. When & how often?
2. Inbox zero

2. Phone
1. Turn off all notifications
2. Uninstall the Facebook app
3. Hide away all temptations

3. To-do lists

PERSONAL



1. E-mails
1. When & how often?
2. Inbox zero

2. Phone
1. Turn off all notifications
2. Uninstall the Facebook app
3. Hide away all temptations

3. To-do lists
4. Highlight of today

PERSONAL


