
HOW Should 
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ASYNC & SYNCHASYNCHRONOUS

for yo
u!

SYNCHRONOUS

+ In-depth interactions
+ Real-time collaboration
- Interupts focus and flow
- Tough with time zones

+ Creates searchable history
+ Promotes deep work
- Lacks sense of immediacy
- Can create delays

+ Creates searchable history
+ Great for time zones
+ Real-time collaboration

*professionally!

Will your query 
or the return 
response be 
more than a 

sentence or two?

Will it be helpful or you or 
the person your contacting 

to have the information 
and response in writing?

Is your question so 
important that you 
must interrupt the 

other party and 
potential take 23+ 

minutes of their time?

Is a DM the ONLY 
way you can contact 

this person?

Will body language and
eye contact be helpful?

Is it urgent?


