Email Templates
Directions: You can use these email templates to write clear emails. This document includes 3 templates and an example for each template.

· Template 1: Preparing for a meeting
· Information you send before a meeting.

· Template 2: Team member task/to do 
· Information you send about tasks or responsibilities team members should complete outside of meetings.

· Template 3: Question/making a choice for a group or individual decision/availability
· A request you make related to decision making or sharing schedules.


[bookmark: _Template_1:_Preparing]Template 1: Preparing for a meeting
	Image and task
	Description

	Date & Time: 
[image: A calendar and a clock.]
	 [remember to include time zones for all team members and indicate which time zone applies to each team member]

	Meeting link or location:
[image: A video icon.][image: A location icon. ]
	  

	Before the meeting: 
[image: An arrow pointing left.] 
	[insert specific materials to read or review]

	Bring to the meeting: [image: A backpack. ]
	[insert specific tasks or materials the team members need to bring to the meeting]



[bookmark: _Template_2:_Team]Template 2: Team Member Task/To Do
	Image and task
	Description

	Topics: 
[insert image]
	[insert the topic, issue, or part of the research process]

	Your job:
[image: A checklist.]
	[insert a description of the task, including links or names of any attached materials]

	Due Date:
[image: A calendar and a clock.]
	[include directions on how they should turn in the completed task]





[bookmark: _heading=h.gjdgxs][bookmark: _Template_3:_Question/]Template 3: Question/ Making a choice for a group or individual decision/Availability
	Image and task
	Description

	Topics: 
[insert image]
	[insert the topic, issue, or part of the research process]

	Decision we need to make:
[image: Three boxes with a hand pointing to the box that is checked off.]
	[insert description of overall decision, question, or dates]
· Option 1
· Option 2

	Sharing your opinion:
[image: Two people with two talking bubbles, one with an “x” and one with a check mark.]
	[insert how to share the opinion- email, complete a survey, etc.]

	Due Date:
[image: A calendar and a clock.]
	[include directions on how they should turn in their choice]



The templates were adapted from the Remote Inclusive Research Toolkit. Preparing Individuals with IDD for Engagement in Research During Public Health Emergencies and Disasters Research Team (2020). Toolkit for Remote Inclusive Research.  
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