Engaging Emails 

Email is a critical form of communication.  Often, if you are inviting someone to a meeting, responding to an inquiry, sending out program information, etc... it is through email.  When emails lack meaningful content, veer off-topic, or are overly complicated, confusion and frustration may result.  To avoid this, it is important to take time to carefully plan your email communication with the intended audience in mind--whether the audience is one person, or a thousand people. 
 
Emails directed at your Planning Team should be engaging, interesting and informative.  They should let the team know why it is important they attend a meeting, be participative, or respond timely.  Remember, your tone will set the bar for others to follow.  Do not expect anyone to be more excited and engaged than you are. 

Take the time to carefully craft the message.  Include all necessary details and attach important documents.  Each message sent to the group should serve a purpose, and that purpose should be clear to each person who reads it. 
 
TIPS for Writing Engaging Emails: 
· Set the tone – excited, engaged, and thankful for involvement

· Share key points - use numbers or bullets if possible 

· Include dates, times, locations - use highlighting or bold appropriately 

· Be clear about homework, deadlines, deliverables, RSVPs, etc. (highlight, bold as needed) 

· Attach necessary documents (meeting notes, graphs, charts, etc.) 

