
 
 

Manager Training: Effective Emails 
Topic Writing Top-Down Emails Duration: 60 minutes 

Session Type Management Skills Rooms required: 1 WS room 

Outcomes By the end of the session, trainees will be able to write order an email using a governing 
statement, write supporting facts using bullet points, rewrite emails in a top-down manner 

Preparation Preparation: Print example emails (below) and stick these around the room; prepare the video 
Email in Real Life; print Lucy’s letter before / after and fold along the line; ask trainees to bring 
in a long or important email they have written / sent recently 
Follow up: send trainees a link to The Pyramid Principle 

  PROCEDURAL NOTES 

STAGE & AIM PROCEDURE ALTERNATIVES, 
ETC. 

Lead-in (consider the 
importance of writing 
clear emails) 

• Ask trainees to watch the video clip and consider what 

problems with email are not mentioned in the video.  

• Elicit the video does not show long convoluted emails or 

emails which cause communication issues  

Flexibility: Ask trainees 
to consider what main 
problems email causes 
them 

Input (trainees look 
at the differences 
between ‘clear’ and 
‘unclear’ emails) 

• Trainees walk round the room, read the emails and decide 

which emails are clear and which are unclear 

• Ask trainees to consider what are the differences between 

the two sets of emails 

• Elicit that the clear emails have a governing statement at (or 

very near) the beginning followed by supporting facts  

• Discuss why people write long unclear emails (because they 

are thinking about themselves, not the reader) 

Extension: Trainees 
order the emails from 
clearest (#1) to least clear 
(#6) and discuss why in 
groups 
 
Alternative:  Show 
trainees the Lucy 
example 

Application 
(trainees write 
interview questions 
and practice asking 
these) 

• Trainees to read Lucy’s letter and try to rewrite it using the 

principles they found from the ‘clear’ emails  

• Trainees unfold Lucy’s letter to find out how their rewrite 

compares to the example 

-------------------------------------------------------------------------------------  

• Trainees take an email they wrote recently which they feel 

they could have written more clearly, rewrite this and then 

send to the trainer 

• Elicit peer feedback on these. Concentrate on clear simple 

governing statements and supporting facts 

Alternatives: If trainees 
do not have an email they 
feel they could rewrite, 
ask trainees to pick one of 
the examples and alter 
this instead. 
 
 

Wrap-up (trainees 
reflect on what they 
learned and apply 
this) 

• Trainees send an email to the facilitator detaining what they 

learned in the training (and Cc some of the other 

participants) 

• Elicit peer feedback on these and how clear they are 

Alternatives: if trainees 
don’t have access to 
email they can write this 
on paper 

 
 
 
 
 
 

https://www.youtube.com/watch?v=HTgYHHKs0Zw
https://medium.com/lessons-from-mckinsey/the-pyramid-principle-f0885dd3c5c7
https://www.youtube.com/watch?v=HTgYHHKs0Zw


Dear Shirley,  
 
Remember last Saturday afternoon when I was playing 
in the park with my boyfriend and you came over, and 
he told me that when my back was turned, you kissed 
him? And also, on Sunday when you came to my 
house and my Mum made you a tuna fish salad for 
lunch and you said: “Yech! That’s the worst salad I 
ever ate!”? And yesterday, when my cat brushed 
against your leg, you kicked her and threatened to set 
your dog “Monster” on her? Well, for all of these 
reasons, I hate you, and I no longer want to be your 
friend.  
 
Lucy 
________________________________________ 
 
Dear Shirley 
 
I hate you, and I no longer want to be your friend 
because 

• You kissed my boyfriend when my back was turned 

• You said “That’s the worst salad I ever ate!” to my 
Mum 

• You threatened to set your dog “Monster” on my cat 
 
Lucy 
 
To: Jacky 



From: John 
Subject: Updates 
 
Hi Jacky 
 
We are planning to update the homework sections and lesson previous over the 
following weeks. In order to launch the lessons before January 1st (the deadline), I 
want to confirm with you the priority. 
 
Here are the to-do lists: 
1. Finish the homework’s for each level (new version), which is a must, since the 
current version is incomplete  
2. Update the format of the lesson story previews for levels 1-2 (not including videos) 
3. Make the preview videos for all levels and units 
 
The first two tasks can be done within 2 months. As for the preview videos, we have 
checked with the video-making team and estimate that it will take us about 2 months to 
finish all the preview videos. So it is impossible for us to finish the homework and the 
preview videos before January 1st. 
 
Moreover, the pre-lessons for the story lessons now are not suitable and incorrect, so it 
is quite urgent for us to update them. 
 
So we suggest finishing the homeworks and updating the story lesson previews first. 
After accomplish these two tasks, we can start to make the preview videos.  
 
Best regards 
 
John 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



To: Ross 
From: Michael 
Subject: Changes to training session activities 
 
Hi Ross, 
 
I’m confused, why do we need to remove it? Based on the description, there were no 
major issues. All teachers were able to follow the trainer up to some point, one even 
“enjoyed” it. In the training notes, we actually suggest trainers to encourage the 
trainees to practice in the training sessions. Plus, that’s just for one example, which 
means this activity is quite new to the trainees. I think after a couple of more training 
sessions they can definitely improve their performance. We never expected the 
trainees to learn everything after one training session, just follow the trainer and better 
remember the features of the training topic. Even in “offline” training sessions, when I 
was doing training activities with the teachers, they could hardly follow the advice of 
the trainer after the training. This level of performance is to be expected from such 
inexperienced trainees.  
 
We here think that we need this activity to help the trainees to better differentiate 
during training. It’s not like we teach them these specific training skills, for that they 
obviously need more practice, we just help our them to better remember the content. 
When I want to better remember something I’m studying myself, I need to practice 
using it a couple of times to better fix it in my memory. Just the other day I read in 
feedback from teachers that one trainees asked for more after-training guidance. Our 
training sessions give the basics, but they won’t master everything them purely from 
working with us. The training activity discussed takes very little time from the training 
session class, so it’s not like we’re wasting a whole session on it. So, I discussed with 
all my team members and asked for their opinion, and we all think that this activity 
should stay in the trainings.  
 
Another very important aspect for us is that 12 out of 24 teacher training plans that we 
already finished have these activities. If we start removing it from now, which is at the 
half way point or more, this means more than 2 thirds of the training session will have it 
and less than 1 third won’t. I think such a change will greatly affect the consistency of 
the teacher development program. Does this mean we will go back and change all the 
sessions we previously made?! My understanding was that we aim to focus on creating 
new trainings rather than changing trainings we have already created. I think we need 
to sit down and discuss about this together with the whole management team. If 
everyone agrees about this change, we will have no other option but remove it and, 
hopefully, come up with a plan about how to change all the trainings to fit the new 
standard. 
 
Thanks 
Michael 



From: Chrissy 
To: Customer Service 
Subject: lesson complaint 
 
Some of my students have been taking lessons that I've found to be too challenging for 
them. Particularly the geography and chemistry oriented lessons. For examplegrade 4, 
unit 7 lesson 5, Circle of Life: Problem Solving. This lesson was a bit much for a 
student I taught today, Johnny, on December 2, 2015 at 21:30. The questions were a 
bit difficult for him and I had to make adjustments by typing the answers and using fill 
in the blanks to help him out. Johnny doesn't have the skills to formulate such complex 
sentences at the moment. Furthermore, after looking at the history of the other lessons 
he's taken from similar materials, other teachers wrote a one sentence response on 
their lesson memos that really didn't give me much information about the student's skill 
level. First, the material about the circle of life should be broken up further. The 
material of this particular lesson could have been broken up further for some student 
who struggle with the concepts of the circle of life. Second, there should have been a 
longer review over previous material to help prepare the student for the lesson. Third, I 
think there should be an option in the lesson memos suggesting that the student 
review a lesson one more time. Finally, I think material as complex as the one in 
question should have activities that ease in the student toward answering in complete 
sentences using more activities such as fill in the blanks, multiple choice question, 
matching, etc, before asking the student to answer in full sentences.  
 
I'm not sure if parents or students read through the lesson memos, but if there is a way 
to tell the parents that the student should review material, I think it would be best. 
Especially in cases where the student really needs to take some form of the lesson 
again. It would be in the best interest of the student. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



From: Customer Service  
To: Chrissy 
Subject: Re: lesson complaint 
 
Dear Chrissy,  
 
Thank you for the feedback regarding our lessons. We appreciate your commitment to 
improving the learning experience of our students! Keep up the great work.  
 
I have summarized your suggestions here in my own words. Please tell me if you 
agree or disagree with how I have put it.  
 
Your suggestions:  
1. Break up difficult material and concepts (such as in circle of life) to help student 
understand material.  
2. Increase amount of time spent reviewing concepts to help prepare student for lesson 
(especially in the circle of life).  
3. Add an option in lesson memos to suggest that student repeat a lesson for review.  
4. Scaffold exercises, steadily increasing language difficulty to help Ss answer 
questions with full sentences.  
 
We will store your suggestions and keep them in mind as we continue to review and 
develop our teaching materials. Please let me know if you disagree with how I have 
summarized your feedback. 
 
Best regards, 
The customer service team 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



To: Cindy 
From: Katherine 
Subject: Alignment on terminology – “TPR” / “gestures” 
 
Thanks Cindy! 
  
Yes, I understand these two terms have been used interchangeably here in the past. 
Following discussion with the management team, we believe that this causes 
confusion because they refer to two concepts, both of which are important. Can 
everyone confirm they agree with the definitions below? 
  
1. Gesture – Teacher moves their hands and facial expressions to convey the meaning 
to students 
 2. TPR – Teacher says something and students respond to what teacher said  
  
We believe both concepts are important because our students generally in classes 
tend not to have much movement in it.  
  
I was under the impression that we would start using the terms correctly going 
forwards. I think it’s important for us to align on this.  
 
Best regards, 
Katherine 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



To: Ross 
From: Mike 
Subject: Changes to training session activities 
 
Hi Ross, 
 
I think we need to sit down and discuss this together with the management team, 
because 
- I believe many teachers actually enjoy this training activity 
- The aim of these activities is not complete mastery 
- changes will mean we need to change many old training plans 
 
Let me know if you would like me to help organize this meeting. 
 
Thanks 
Mike 
 


