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Abstract 
Effective email communication is essential for maximizing engagement and participation in 
virtual non-profit programs. This Teaching Paper explores best practices for designing pre-
event reminders and post-event follow-up emails, ensuring that participants are informed, 
prepared, and encouraged to provide feedback. The paper provides sample templates, 
guidance on timing, personalization, and content structure, and practical tips for integrating 
links to webinars, recordings, and feedback forms. By employing systematic email 
communication strategies, non-profit organizations can improve attendance rates, enhance 
participant experience, and gather actionable feedback for continuous program 
improvement. Case examples demonstrate the successful use of email campaigns in virtual 
volunteer training and online workshops. Challenges such as email overload, low open 
rates, and participant engagement are addressed with practical solutions, making this paper a 
comprehensive resource for practitioners seeking to strengthen digital communication in 
virtual program delivery. 
Word count: 176 
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Executive Summary 
Virtual program success in non-profit organizations depends not only on high-quality 
content and interactive delivery but also on effective communication with participants 
before and after events. Pre-event reminder emails ensure participants are aware of sessions, 
prepared, and equipped to engage fully. Post-event follow-ups provide access to recordings, 
reinforce key content, and encourage feedback to inform future programming. 
This Teaching Paper provides practical guidance and sample templates for crafting concise, 
clear, and personalized emails. Best practices include appropriate timing, inclusion of 
essential links, clear instructions, and calls to action. A case study illustrates the 
implementation of email strategies in virtual workshops, highlighting improved attendance, 
engagement, and feedback collection. Common challenges, including low open rates, email 
fatigue, and technical difficulties, are addressed with actionable solutions. 

Purpose and Learning Objectives 
Purpose: 
To provide non-profit practitioners with structured strategies and practical tools for pre- and 
post-event email communication that enhances engagement, preparation, and feedback 
collection for virtual programs. 
Learning Objectives: 

1. Design effective pre-event reminder emails that inform and prepare participants. 
2. Create post-event follow-up emails that reinforce learning and encourage feedback. 
3. Implement best practices for timing, personalization, and email content structure. 
4. Analyze and optimize email campaigns to improve attendance, engagement, and 

feedback response rates. 

Background and Context 
Email remains a primary channel for participant communication in virtual programs, 
offering direct, personalized, and trackable outreach (Bryson, 2018). In non-profit contexts, 
effective email communication supports program success by ensuring participants are 
informed, engaged, and able to contribute feedback. Patton (2015) emphasizes that 
systematic follow-up and evaluation improve learning outcomes, while Drucker (1999) 
highlights the importance of clarity and timeliness in organizational communication. 
Email templates standardize communication, reduce administrative burden, and maintain 
consistency in messaging. By combining structured content with personalization and clear 
calls to action, non-profits can enhance participant satisfaction and program effectiveness. 
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Practical Guide 
1. Pre-Event Reminder Emails 
Purpose: Ensure participants are aware, prepared, and ready to join the session. 
Best Practices: 

• Send reminders 24–48 hours before the event. 
• Include key details: event title, date, time, access link, and materials to download. 
• Personalize the greeting and include a clear call to action. 

Sample Template: 

Subject: Reminder: [Event Title] on [Date] 

Dear [Participant Name], 

This is a friendly reminder about the upcoming [Event Title] scheduled for [Date] at [Time]. 
We look forward to your participation. 

Join the Webinar: [Insert Link] 

Please ensure you have a stable internet connection and download any necessary materials 
before the event. 

Best regards, 
[Your Name] 
[Your Position] 
[Your Contact Information] 
2. Post-Event Follow-Up Emails 
Purpose: Reinforce learning, provide session recordings, and gather feedback. 
Best Practices: 

• Send within 24 hours after the event. 
• Include links to recordings, feedback forms, and additional resources. 
• Express appreciation and encourage future participation. 

Sample Template: 

Subject: Thank You for Attending [Event Title] 
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Dear [Participant Name], 

Thank you for attending [Event Title] on [Date]. We hope you found the presentation 
valuable and informative. 

Access the Recording: [Insert Link] 
Complete the Feedback Form: [Insert Link] 

We appreciate your feedback and look forward to seeing you at future events. 

Best regards, 
[Your Name] 
[Your Position] 
[Your Contact Information] 

Case Study 
Context: A non-profit organization delivering a series of virtual fundraising workshops. 
Application: Pre-event emails reminded participants of session dates and materials. Post-
event emails provided recordings and feedback forms. Personalized greetings and clear calls 
to action encouraged engagement and response. 
Outcome: Attendance rates increased by 20%, feedback submission rates improved, and 
participant satisfaction scores rose. The structured email approach enhanced communication 
efficiency and contributed to continuous improvement of the workshop series. 

Common Challenges and Tips 
• Email Overload: Keep subject lines concise; avoid excessive emails. 
• Low Open Rates: Personalize subject lines; schedule emails at optimal times. 
• Technical Barriers: Ensure links are accessible on mobile devices; test all 

hyperlinks. 
• Participant Engagement: Include clear instructions and emphasize the value of 

completing actions, such as feedback forms. 

Reflection Questions 
1. How can pre-event emails be optimized to increase participant preparedness and 

attendance? 
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2. What elements in post-event emails encourage participants to provide feedback and 
revisit content? 

3. How can personalization improve open rates and engagement in email campaigns? 
4. Which digital tools can be used to track email effectiveness and response rates? 
5. How can email communication be integrated with other virtual engagement 

strategies? 

Limitations and Considerations 
• Emails may be overlooked or filtered into spam folders. 
• Timing and frequency must balance information delivery without causing fatigue. 
• Digital literacy varies; instructions should be clear and accessible. 
• Personalization requires accurate participant data and may increase administrative 

workload. 

Academic Value 
This Teaching Paper links email communication strategies to participant engagement, 
learning outcomes, and program evaluation in virtual non-profit programs. By providing 
structured templates and evidence-based best practices, it contributes to scholarly 
understanding of digital communication while offering actionable guidance for 
practitioners. Effective pre- and post-event emails enhance operational efficiency, 
participant satisfaction, and feedback collection. 

Conclusion and Next Steps 
Structured email communication is essential for successful virtual non-profit programs. 
Practitioners should design concise, personalized, and actionable pre-event reminders and 
post-event follow-ups. Next steps include piloting templates, monitoring engagement 
metrics, and iteratively refining email strategies to optimize attendance, feedback, and 
participant experience. Integration with other digital tools, such as webinars, feedback 
forms, and interactive activities, strengthens overall program effectiveness. 
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