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Sample Email for Implementing TMC Tools
[bookmark: _9qciuq37efmp]
	[bookmark: _xrn6galvmv4c]About This Resource
[bookmark: _pb941tczr8tk]Below is a sample email you can send to your staff to start implementing TMC tools from training. Please note that [bolded maroon items] should be edited by you!

This document uses a Google Docs tool called “building blocks” so it is easy to convert to email with Gmail. Get more info on how to use “building blocks.” 



	To
	Person Person Person

	Cc
	Person

	Bcc
	Person

	Subject
	Rolling out a few changes!

	Hey team,
 
I recently attended a Managing to Change the World training by The Management Center, and I left with some great new tools and ideas about how to manage and work more effectively! To implement what I learned, I’ll need your help. This email outlines what that will look like. 

TL;DR: Next Steps (but please read the rest of the email for more information on the “why” behind these!):
· Check in on our check-ins! Find us some time (in our next check-in?!) to reflect on how effective our check-ins are, and whether there’s anything we can do differently.
· [If you aren’t currently doing check-ins with your staff] Schedule a meeting with me by [date] and send me an agenda for check-in the day before we meet.
· Use MOCHA to assign roles to a project you own (we’ll review in a check-in).
· Schedule a debrief for a current project.

For accountability, here are some management practices I’d like to incorporate moving forward: 
· Pausing and examining my choice points 
· Considering Preferences, Traditions, and Requirements in my delegation and decision-making
· [Add your own!]

If there are ways I could better support you as a manager, let me know by giving me feedback in a check-in!

I hope that these tools and practices will help us work together more effectively. Thank you in advance for spending time on these new ideas with me, and feel free to ask me any questions!
 
[signed]
[bookmark: _twkal0b8tm9]Check-ins
Here are some questions we can reflect on together to maximize our check-ins:
· Using the check-in template. Are there any sections we want to start using?
· Prioritizing our time. Are there things we spend a lot of time on in check-ins that we could cover over email (or allocate less time to)? Alternatively, are there projects that we should spend more time discussing in check-ins? 
· Getting clear on next steps. Do you ever leave without clear answers, next steps, direction, or decisions from me?

[If you aren’t currently doing check-ins with your staff, use this instead]
I’d like to start checking in with you all regularly to see how you’re doing, stay in the loop on your work, and make sure I’m supporting you effectively. Please find time for us to meet on a weekly basis for these check-ins, beginning no later than [date]. Additionally, please prepare an agenda using this template and send it to me at least one day before our check-in so I can review it. 
[bookmark: _n5vws01nu1qn]MOCHA
I’d like to start using MOCHA—a project management tool to help us get clear on everyone’s role within our projects. Here’s a quick overview:
 
· M = Manager (delegates responsibility, serves as a resource, and ensures accountability. This will often be me but not always!)
· O = Owner (has overall responsibility for the success of the project; ensures that all the work gets done and involves others in a meaningful way
· C = Consulted (provides, insight, and perspective, or needs to be kept in the loop)
· H = Helper (implements part of the work and plays a vital role in project success)
· A = Approver (signs off on decisions before they’re final)
 
To help us start adopting this framework, please write a (very short) MOCHA for a project that you are responsible for. We’ll discuss it in a check-in. If you have questions, check out this FAQ.
[bookmark: _k5g8h0xm16h8]Debriefs
I want to get better at learning from our work so that we can keep doing better work!  Let’s debrief a recently completed project! Please find 15 minutes for us to meet or add it to our next check-in agenda. 
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