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Sample E-mail Repeat-back
The repeat-back is a useful way to make sure managers and staff members are on the same page about a project or situation.  It provides an opportunity to clarify details if needed and serves as a shared point of reference to check in on as work moves forward.  As an e-mail, the repeat-back should be short and informal – a five-minute exercise vs. a long, bureaucratic process. 

From:  Alice Lee
To:  Jenny Ray
Sent: Tue Aug 31 16:05:56 2010
Subject:  Fair Lending Voter Education memo (repeat-back) 

Hi Jenny, 

Here’s what I took from our discussion about the memo for the field volunteers:

·   Should include targets (and rationale)

·   Should be short ( < 3 pages)

·   Could be like the health care memo from last month

·   Deadline: out the door next Friday – I’ll send you an outline this Friday

Let me know if I’m missing anything here.  

Thanks,
Alice
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