HMM CAFÉ EMAIL TEMPLATES

EMAIL:  CAFÉ ENROLLMENT CONFIRMATION AND PRE-WORK

The following is suggested e-mail text for confirming enrollees’ participation in the Café and assigning pre-work. Feel free to customize the text to suit your needs. For any bracketed text […], insert the appropriate text.

Subject: Pre-Work for the {Insert Topic here} Café [or program name]

Thank you for enrolling in the upcoming {Insert Topic here} Café! This notice confirms your attendance. The session will be held on [date, time, and location]. [Please bring your lunch; we'll be dining as we develop our skills!] 

During the session, you’ll learn more about what {Insert Topic here} is, as well as when and how it can be developed for greatest success. {Insert some of the Topic and session goals here. You’ll find those in the power point presentation or the facilitator guide, both located in the specific topic folder}
Before attending the Café, access {list pre-work here} in the {Insert Topic here}  topic [provide link] in Harvard ManageMentor. This assignment will take about 20 - 30 minutes to complete. 

If you have any questions, please don’t hesitate to call or e-mail us at [contact information]. We look forward to working with you on [day]!

[signed by session sponsor and/or facilitator]
EMAIL:  CAFÉ SECOND ANNOUNCEMENT
The following is suggested e-mail text for a follow-up announcement for a Café. Again, customize the announcement for your organization. For any bracketed text […], insert the appropriate text.

Subject: {Insert Topic here} Café

There’s still space available in the upcoming {Insert Topic here} Café—though time is running out! Join us to learn and identify skills and techniques you can begin to use immediately.

The {Insert Topic here} Café will be led by [facilitator name and job title]. This hour-long, brown-bag session is scheduled for [date, time, and location]. 

If you’re interested in participating, please contact [registrar] by [email? in person? phone?] at [contact information] by [cut-off date]. You will receive a confirmation notice detailing a brief pre-session assignment. Please feel free to contact [sponsor] if you have any questions about the assignment or the Café.

If you aren't able to attend the session, you may want to review the {Insert Topic here} [provide link] topic in Harvard ManageMentor—{Insert pre-work assignment here. You can find that in the facilitator guide of the specific café folder}

Regards,

[signed by session sponsor and/or facilitator]
EMAIL:  FOLLOW-UP AFTER THE CAFÉ 

The following is suggested text for an email to send participants the day after the Café. Feel free to customize the text to suit your needs. For any bracketed text […], insert the appropriate text.

Subject: {Insert Topic here} Café Follow Up

Thank you for attending yesterday's HMM Café [or program name]. We hope you found the program valuable and interesting.

Our goals in yesterday’s session were to deepen your understanding of what {Insert Topic learning objectives here}. The session also aimed to help you get the most from the {Insert Topic here} topic in Harvard ManageMentor.

To further hone your ability to {Insert Topic here}, we recommend the following next steps in your learning:

· If you haven’t already done so, explore the entire Harvard ManageMentor topic [provide link to topic overview screen or related topics].

· [Add internal “topic” development resource(s) here…]

If you have any questions or would like some additional resources on the topic of {Insert Topic here} we encourage you to contact [internal resources]. 

Regards,

[signed by session facilitator]
