HHH Communications Plan

General 

· Get to the point in a clear manner. Keep paragraphs short - three or four sentences at most. If you find you need to send an e-mail that is longer than a few short paragraphs, revise the message or consider picking up the phone instead.

· Make the subject line meaningful.

· Put the purpose of the email in the very first line

· Ex. Please call me at 555-5555 before Friday to discuss these 3 setup issues.

· Ex. I have attached the flyer for the event.  Please proof it for me.

· Be respectful of and sensitive to others.

· Remember that your tone can't be heard in e-mail. E-mail communication can't convey the nuances of verbal communication.

· Don’t assume that using a smiley will diffuse a difficult message.

· When there is an emotional charge, avoid sending an email in preference to a phone call or a personal meeting.

· Be responsive within 4 days to calls or emails, and please acknowledge, if requested.

· Read the entire email before responding.  If it asks three questions, answer all three in your response. When responding to an e-mail with multiple questions, type your response right next to the questions in a different color font than the original message. This clearly shows your reply and enables the reader to easily match the response to a question and ensures you have answered all of the sender’s questions.

· Never use BCC: and use CC: sparingly.

· Address email to only those who need to see that email. Don’t spam others.

Internal (between members: on the Board, in committees, on task forces, or in general)

We have six HHH email groups with OneNW:


Heron Habitat Helpers List (hundreds)


HHH Active (25+)


HHH Restoration Committee (12+)

HHH Outreach Committee (12+)

HHH Membership Committee (12+)

HHH Board (7)

We have two HHH newsletters:


HHH Quarterly Newsletter 


Monday Morning Digest

· Members of the Board and members of committees will be listed as members of an email group set up for communication within that group. Members may sign up for any of the groups, including overlapping groups.

· Publication to the full HHH mailing list will be controlled by the Board or its designee.

· For matters not directly concerning HHH but relevant to the local community, an email digest will be published to the HHH Active list on Monday mornings.

External (between Board Members or Committee Members and Outside Organizations)

· Only the Board President, Outreach Committee Chairperson, or someone specifically designated by the President will have the authority to represent HHH in communications with the Press.

· Board Members, committee members, or selected general members are free to communicate with other organizations in pursuit of HHH business. However, when communicating with important organizations, like the City Parks Department or the Mayors Office, one person will be selected as spokesperson to make that communication more cohesive.

· Obtain a “second set of eyes” to OK communications going outside the HHH leadership.  Individuals will serve as the “second set of eyes” in the following order:  1.  President, 2.  Vice President, 3.  Secretary, 4. Treasurer, 5-7 the other members of the board in alphabetical order of last name.  The President will also observe the “second set of eyes” convention using the same priority.

