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Course Outline
● Good old-fashioned stuff (that works): 

newsletters, telephone
● E-mail basics
● Beyond basic E-mail: Groups
● Additional functions: polling, invitations, 

etc.



  

Newsletters



  

Newsletter Benefits
● Low tech for the recipients
● Can be available at every gathering
● Can give to parents or Scouts
● Can put on home bulletin board or 

refrigerator



  

Newsletter Deficits
● Longer to prepare than a simple E-mail
● Printing expense
● Not good for short lead time information
● An additional thing to handle and keep 

track of



  

One Page Newsletter
● Calendar

– Near term events:  Who, What, Where, When, 
Contacts, Special Notes, etc.

– Long term events:  What, Where, When
● Parent action items
● Recognition, especially for leaders and parents
● Open positions, volunteer opportunities
● If page two (backside): facts, fun, games, etc.



  

Make the Newsletter and...
● E-mail it
● Post it to the web



  

Telephone



  

Telephone Benefits
● Coverage nearly 100%
● Instantly available
● Short term notification
● Synchronous or asynchronous 

communication



  

Telephone Deficits
● One-to-one, serial communication: time-

consuming
● For very short term, too many numbers: 

home, work, mobile
● No guaranteed reception of voicemail
● Leaving a message with a person maybe 

worse than voicemail



  

Telephone Time Saver
● Use a service to deliver the message: 

make it one-to-many
● Example: Phonevite.com

– Free calling for group up to 25 members
– $0.05 call for unlimited size call groups

● Or just use multiple 25 member groups for free
● Not a substitute for “checking-in”



  

E-Mail



  

E-mail: Subject Line
● Subject line is the headline
● States the “bottom line”
● A few well chosen words
● Examples:

– “Meeting on for tonight, 4/5 @ 8 PM”
– Not “IMPORTANT READ THIS NOTE”



  

E-mail: Body
● Short and to the point
● Bottom line up front; don't tell a story
● One topic per E-mail, especially if 

response expected
● Facts to include: who, what, where, when
● Specify response expected



  

E-mail: Signature
● Simple signatures are best
● Name and contact information

– E-mail address
– Phone number in most cases

● Life philosophy statement not required



  

E-mail: Style
● Use good writing style
● Turn spell-check on, use standard spelling (no instant 

message abbreviations)
● DON'T TYPE IN ALL CAPS
● Avoid fancy typefaces; some only get plain text messages
● Avoid attachments – the message should not be in the 

attachment
● Don't “reply all” when “reply” will do
● Respond promptly



  

When appropriate
● Conveying facts
● Asking simple questions
● Distribution to more than one person
● When synchronous personal 

communication with one person difficult or 
impractical



  

Inappropriate conditions when...
● Personal communication with one person 

practical
● Giving personal feedback
● Expressing negative emotions: frustration, anger 

– don't “flame”
● Privacy is expected
● You think you have a funny joke
● Using your unit mailing list for other purposes



  

Limits of E-mail
● Manual upkeep of address book, 

distribution list by everyone
● No common message repository; everyone 

keeps (or doesn't) keep records
● Everyone may not get the message / 

conversation



  

Groups



  

Groups / Listservs
● Users can be invited or subscribe on their 

own; keep own address and subscription 
settings current

● Keeps all messages
● Everyone in on all conversations and can 

look back at history



  

Group Providers
● Yahoo! Groups
● MSN Groups
● Google Groups



  



  



  



  

Desired Group Features
● Group keeps message history
● User can choose to receive E-mail or not
● Responses go to poster or group
● Fully moderated or open posting
● Administrator can add and remove 

members



  

Expanded Communications
● Polling
● Invitations
● Voice to text



  

Polling
● Asking a question or questions to a 

number of people and having responses in 
fixed format and tabulated.

● Some polling can be done within Groups
● Polling Services:  CircleUp, Zoho Polls



  



  



  

Invitations
● Send out invitations and tally responses
● Invitation Services:  Evite, Socializr, 

MyPunchBowl



  



  



  



  

Voice-to-text
● Send E-mail from your phone
● Send to yourself or distribution list
● Send to other personal services websites
● Example:  Jott.com



  



  

Websites
● Free Scouting specific web site hosting is 

available that has “content management,” 
that is, you do not have to be a 
programmer.

● scoutingvermont.org
● scoutlander.com
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