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Email Templates for COVID-19 Response 

FOR ORGANIZATIONS PROVIDING INDIRECT RELIEF 


EMAIL 1 - TEMPLATE 


	Greetings *|FIRST_NAME|*,
 
Are you feeling a little thrown for a loop? Today, I’ve already heard COVID-19 compared to a hurricane, a tornado, and a perfect storm. Others feel like sand is shifting beneath their feet. Things are changing rapidly.  
 
We are in unpredictable times. Many people are feeling helpless, isolated, and anxious. At the same time, so many are reaching out on social media and asking, “How can I help?” 
 
So, I ask you, how can *|NPO_NAME|* help?  
 
Because we care about the safety and wellbeing of those we serve as well as our volunteers, staff, and {geographic or affinity} community, we are following protocol and cooperating with local authorities every step of the way.

We didn’t expect to be considered “nonessential,” but here we are practicing social distancing, working from home, and creating virtual community to offer {mission impact} -- the reason why we do what we do.

As much of our attention is focused, rightly so, on those needing critical services like health care, food, and shelter, we want to continue to inspire, encourage, and empower our community during this precarious time.  
 
I want to take a moment to share how *|NPO_NAME|* is responding to COVID-19 and how we are trying to help.  
 
{Explain program shifts:
· Are you going virtual?
· Have you closed up shop?
· Are you postponing activities with the hope that things will soon return to a normal?
Be as specific as you can. When you can’t, simply offer that you are working on a new plan and will be in touch as soon as possible.}
 

CHOOSE ONE OF THE FOLLOWING APPROACHES:
 

{If you will have additional costs because of the changes, add something like this:}
These changes may mean an unexpected increase in expenses due to program delivery shifts and reductions in operational income. Making a donation to help defray these additional costs would be a great help.

DONATE NOW [ BUTTON ] – Link to NFG donation page
 

{If a fundraiser was cancelled, speak to the unexpected loss in funds that are still needed, despite the cancellation and the temporary suspension of group activities.}
 

{If you don’t anticipate additional costs because of the changes, but need to maintain basic operational expenses, add something like this:}
We look forward to the moment our doors open and our programs resume. Until then, we will work to make up for lost time where we can and set a course for the future. We hope that you will join us in making sure that our mission remains sustainable as we navigate this unknown territory. 
 

We believe in keeping love, joy, and patience flowing – even while engaging in social distancing. {Explain two or three ‘visionary’ statements – continuing, expanding, increasing – mission impact.}
 

That’s why I’m asking you, *|FIRST_NAME|*, to consider giving today and supporting our efforts during this incredibly difficult period.
 

Please check our website and social media for updates.
 

We will get through this -- together while apart. We will adapt. We will learn lessons.
On behalf of *|NPO_NAME|* and all those we serve, I want to thank you for your support. We couldn’t do this without you.
 

 

Be safe,
 

{Name}
{Title}

	
 

EMAIL 1 - SAMPLE

 

Greetings Maria,
 

Are you feeling a little thrown for a loop? Today, I’ve already heard COVID-19 compared to a hurricane, a tornado, and a perfect storm. Others feel like sand is shifting beneath their feet. Things are changing rapidly.  
 
We are in unpredictable times. Many people are feeling helpless, isolated, and anxious. At the same time, so many are reaching out on social media and asking, “How can I help?” 
 
So, I ask you, how can Coalition Builders help?  
 
Because we care about the safety and wellbeing of those we serve as well as our volunteers, staff, and our entire Detroit community, we are following protocol and cooperating with local authorities every step of the way.
 

We didn’t expect to be considered “nonessential,” but here we are practicing social distancing, working from home, and creating a virtual community to push for early childhood education and family support for every child. It’s the reason why we do what we do.
 

As much of our attention is focused, rightly so, on those needing critical services like health care, food, and shelter, we want to continue to inspire, encourage, and empower our community during this precarious time.
 

I want to take a moment and share how Coalition Builders is responding to COVID-19 and how we are trying to help:
 

· We will host virtual conversations, webinars, and Facebook Live events to replace our on-site educational and advocacy programs. We don’t have the details locked down yet, but we will continue to amplify our concerns around and advocate for early childhood education for every child in Michigan.


· Our weekly Wednesday meetings are also going virtual. We will host free conference calls that can be joined by phone, cell phone or tablet. Please watch for an invitation in your inbox this week.
 

We look forward to when our doors will re-open and our programs will resume. Until then, we will prepare to make up for lost time and set a course for the future. We hope that you will join us in making sure that our mission remains sustainable as we navigate this unknown territory.
 

We believe in keeping love, joy, and patience flowing – even while engaging in social distancing.
 

When all of this is over, our youngest, most vulnerable children will need the stimulating environment of preschool, their parents will need even more financial resources than they ever have, and preschool teachers will require critical training to close the widening achievement gap for our children.
 

That’s why I’m asking you, Maria, to consider supporting our efforts during this incredibly difficult period by giving today.

DONATE NOW 
 

Please check our website and social media for updates.
 

We will get through this -- together while apart. We will adapt. We will learn lessons.  
On behalf of Coalition Builders and all our partners, I want to thank you personally for your support.
 

We couldn’t do this without you.
 

 

Be safe,
 

 

Blake Jones
Outreach Coordinator 




EMAIL 2  - TEMPLATE
	Hi *|FIRST_NAME|*,
 

In times like these, there’s nothing easier than getting caught up in the day-by-day news cycle. But hopefully, we all take a moment to remember one important fact: at some point, the world will go on. We will bounce back from COVID-19 and the panic it induces.

When we do, we’ll need to be stronger than before. *|NPO_NAME|* is no different. We haven’t forgotten the mission we promised to fulfill: {mission impact}. We hope you haven’t forgotten why you chose to stand by us in the first place.
 

While most of us can’t solve the COVID-19 outbreak, we can do our part to keep the community healthy. As we practice social distancing and do our part to flatten the curve, we hope you’ll also remember how {beneficiaries} need you.
 

Your donation will be tremendous help in keeping our mission alive. We won’t stop working to {how mission solves a problem}. But, to do that, we need your help.

DONATE NOW [ BUTTON ] – Link to NFG donation page
 

On behalf of {beneficiaries}, thank you in advance!
 

 

{Name}
{Title}

	EMAIL 2 - SAMPLE

Hi Craig,
 

In times like these, there’s nothing easier than getting caught up in the day-by-day news cycle. But hopefully, we all take a moment to remember one important fact: at some point, the world will go on. We will bounce back from COVID-19 and the panic it induces. 

When we do, we’ll need to be stronger than before. Professional Services is no different. We haven’t forgotten the mission we promised to fulfill: to support those living with mental illness so they can remain self-sufficient. We hope you haven’t forgotten why you chose to stand by us in the first place.
 

While most of us can’t solve the COVID-19 outbreak, we can do our part to keep the community healthy. As we practice social distancing and do our part to flatten the curve, we hope you’ll also remember how adults with mental illness struggle to find work, even in good times. They need you.
 
Your donation will be tremendous help in keeping our mission alive. We won’t stop working to find employment for those living with mental illness. But, to do that, we need your help.
 

On behalf of our clients, thank you in advance!
 

 

Mary Saulsito
Board Chair




EMAIL 3 – TEMPLATE

Hello *|FIRST_NAME|*,
 

Don’t worry, we haven’t forgotten our promises! These past few weeks were all about adjusting to COVID-19. At the same time, we remain committed to {mission/cause}.
 

{Explain a specific example of how your mission is moving forward during this time – how are you adding value to the community even if your programs have been canceled or gone virtual}.
 

In times like these, it’s important to remember that the dangers will pass. We need to focus on the work we’ve always been doing. Which is why I’m sending you this message. We are still here {mission/programs}, and we will be long after COVID-19. 
 

So, we invite you to help support the community around you, to make sure {beneficiaries} have a {solutions they need} after social distancing relaxes and we try to regain normalcy. Your gift today will sustain our efforts to {mission efforts} through this crisis. 

DONATE NOW [ BUTTON ] – Link to NFG donation page
 

 

{Name}
{Title}


EMAIL 3 – SAMPLE 

 

Hello Rachel,
 

Don’t worry, we haven’t forgotten our promises! These past few weeks were all about adjusting to COVID-19. At the same time, we remain committed to closing the achievement gap in our public schools.
 

While children are out of school, we are actively working to ensure our families have internet access in their homes, computers to use, and lessons to keep them engaged.
 

In times like these, it’s important to remember that the dangers will pass. We need to focus on the work we’ve always been doing. Which is why I’m sending you this message. We are still here helping children, and we will be long after COVID-19. 
 

I invite you to help support the community around you, to make sure children who already struggle don’t fall further behind when we regain normalcy. Your gift today will sustain our efforts to close the achievement gap during this crisis.
 

Clara Galt
Executive Director


FOR ORGANIZATIONS PROVIDING DIRECT RELIEF

EMAIL 1 – TEMPLATE

Hi *|FIRST_NAME|*,
 

I wouldn’t normally send an email like this, but desperate times call for desperate measures. COVID-19 is having a huge impact on everyone, and we hope that you and your family are safe and healthy.

For those we serve, the consequences are already devastating. {Explain specific need of beneficiaries}.
 

Will you make an urgent gift of {amount} today to provide {specific need that is met by that amount}?

{Name of beneficiary} called yesterday because {pronoun and relatives} have {specific problem caused by COVID-19}. {Further explanation of impact from that problem – one or two sentences to demonstrate urgency}.
 

But {Name of beneficiary} was {data point relative to this problem and how many others are having the same problem right now}. With COVID-19 restrictions expanding, {how is problem getting worse because of COVID-19}. The calls keep coming.

And to be honest, we didn’t expect the increased demand for {service being provided and complications arising}. {Explain if your ability to deliver services is further impacted because of COVID-19}.
 

We need to {solution} as quickly as possible.
 

Your support today will ensure that {name of beneficiary} and many more {group of people} will not {Describe what happens if money is not raised. Include tangible impact and intangible feeling that goes with it}.
 

Every dollar and every day counts. Your gift today will have an immediate impact on a neighbor in a desperate situation.
 

Can your neighbors count on your emergency support today?

DONATE NOW [ BUTTON ] – Link to NFG donation page
 

{Name of Executive Director}
Executive Director

 

P.S. Please consider a monthly donation of {Amount} to {action} regularly during this crisis.

EMAIL 1 - SAMPLE

Hi Steve,

I wouldn’t normally send an email like this, but desperate times call for desperate measures. COVID-19 is having a huge impact on our community, and we hope that you and your family are safe and healthy.

For those we serve, the consequences are already devastating. They need food (not to mention toilet paper) and rent and utilities support.

Will you make an urgent gift of $40 today to provide a week’s worth of meals for a family of four?

Maria called yesterday because she and her husband, Craig, were told to stay home from work. They can’t work remotely and have no income. They have no money in the bank and no school meals to help feed their two children. Now they have no idea how they will eat, keep the heat on, and pay their rent. She is understandably fearful.

And I received 12 calls from people like Maria yesterday. With the shutdowns expanding, more people will need emergency food. The calls will keep coming.
 

For safety reasons, we can’t rely on the fresh food and perishable items that we usually receive from local partners. We need to buy extra dry, canned, and non-perishable items. 
And to be honest, we didn’t expect the increased demand for emergency food and the decreased availability of donated items. We need to get meals to our neighbors as quickly as possible.

Your support today will ensure that Maria, Craig, and many more neighbors will not go to bed hungry and worried about how they will make it through this crisis.

Every dollar and every day counts. Your gift today will have an immediate impact on a neighbor in a desperate situation.

Can your neighbors count on your emergency support today?
 

Jane Smith
Executive Director

P.S. Please consider a monthly subscription donation of $20 to feed a family regularly during this crisis.


EMAIL 2 - TEMPLATE
Hi *|FIRST_NAME|* ,
 

COVID-19 is turning life upside down, but most of us will land on our feet. Those we serve started out behind the curve, and I am worried about how long this uncertainty will last for them.
 

Today, I’m asking you to think about {explain specific need of beneficiaries}.
 

Will you make an urgent gift of {amount} today so that they {specific need that is met by that amount}?
 

{Name of beneficiary} joined our program {timeframe}. {Explain the progress made and the challenges still faced because of COVID-19. Be specific about tangible problems faced}.
 

We currently have {number} {beneficiaries} in need of {tangible service}. {Explain the changes to the budget that are required to make the required changes due to COVID-19}.
 

Because {Explain usual program elements that are now impacted by COVID-1.9}, we are {Explain adjustment} during this pandemic. With COVID-19 restrictions expanding, we don’t know how long this arrangement will be needed.

We didn’t expect {service being provided and complications arising}. {Explain if your ability to deliver services is further impacted because of COVID-19}.
 

We need to {solution} as quickly as possible.
 

Your support today will ensure that {name of beneficiary} and many more {group of people} will not {Describe what happens if money is not raised. Include tangible impact and intangible feeling that goes with it}.
 

Every dollar and everyday counts. Your gift today will provide {solution} for a neighbor in a desperate situation.
 

Can they count on your emergency support today?

DONATE NOW [ BUTTON ] – Link to NFG donation page

{Name of Board President} 
P.S. Please consider a monthly subscription donation of {amount} to {action} regularly during this crisis.


EMAIL 2 - SAMPLE 

Hi Steve,

COVID-19 is turning life upside down, but most of us will land on our feet. Those we serve started out behind the curve, and I am worried about how long this uncertainty will last for them.

Today, I’m asking you to think about families facing homelessness – many who were struggling before this all began.

Will you make an urgent gift of $59 today so that a family can have a safe, secure place to stay for one night?

Rosa joined our program last month. She and her two children settled into the guest rooms. She was just offered a job as a teacher’s aide and began budgeting to reach sustainability. Now, with schools closed, she has no job and no income. On top of that, our church partners can no longer house families in their guest rooms.

We currently have six families who need emergency shelter. Because our partner churches and agencies must take the recommended precautions, we need to rent motel rooms for our guests to stay during this pandemic.
 

We didn’t expect to pay for shelter. With COVID-19 restrictions expanding, we don’t know how long this arrangement will be needed. And we can’t push people like Rosa into the streets.

We need to find adequate housing as quickly as possible.
 

Your support today will ensure that Rosa, her children, and the other five families who lived in the guest rooms will not end up on the streets. We are committed to providing housing, but we need you to make it happen.

Every dollar and every day counts. Your gift today will provide shelter and peace of mind to a neighbor in a desperate situation.

Can they count on your emergency support today?
John Doe 
President of the Board 
 


P.S. Please consider a monthly subscription donation of $20 to house our families regularly during this crisis.


EMAIL 3 - TEMPLATE

Hi *|FIRST_NAME|*,
 

It’s hard to believe that we are now {X} weeks into the COVID-19 pandemic, but the truth is that nothing is normal right now. Not for you or me. And not for those living with a mental illness.
 

We need to continue to provide {solution to a mission-critical need}.
 

Will you make an urgent gift of {amount} today so that we can {solution}?
 

COVID-19 might push us around a bit, but it won’t keep us down.
 

{Short story of beneficiary with specific needs that are further complicated because of COVID-19. Explain how services are interrupted or how the problem will be exacerbated}.
 

We have no idea how long COVID-19 restrictions will last. But we can’t abandon our neighbors like {name of beneficiary from story}.
 

{What is being done to address the issues described}.

We didn’t plan for this. We need to {explain how budget is impacted by COVID-19 changes}.
 

We need {solution to negative budget impact}.
 

Your support today will ensure that many more {beneficiaries} will find {solution and timeframe solution will be provided}.
 

Every dollar and every day counts. Your gift today {positive impact of donation}.
 

Can they count on your emergency support today?
 

 

{Name of Executive Director} 
Executive Director
 

 

P.S. Please consider a monthly subscription donation of {amount} to {action} regularly during this crisis and beyond. of regularly during this crisis and beyond.

EMAIL 3 - SAMPLE
 

Hi Jill,
 

It’s hard to believe that we are now three weeks into the COVID-19 pandemic, but the truth is nothing is normal right now. Not for you or me. And not for those living with a mental illness.
 

We need to continue to provide a calm, engaging, and uplifting community for those living with a mental illness during this time of fear and uncertainty.
 

Will you make an urgent gift of $35 today so that we can transition to a virtual community for the many people whose anxiety will skyrocket and whose depression will weigh more heavily?
 

COVID-19 might push us around a bit, but it won’t keep us down.
 

Mike lives with chronic depression. The Kitchen Collective at the Clubhouse provides a 
safe place for Mike to explore his interest in cooking without feeling judged.
 

To protect everyone’s health and wellbeing, we followed recommended protocols. Our doors are closed for now. Social distancing will be devastating for Mike.
 

And for those living with undiagnosed mental health issues, the restrictions imposed by this crisis could wreak havoc. We have no idea how long COVID-19 restrictions will last. But we can’t abandon our neighbors like Mike.
 

Our counselors and program providers are working from home to ensure that those needing a community of support can still feel welcome, connected, and supported. 
We didn’t plan for this. We need to be innovative in our methods and be ready for the extra services needed to support the emotional health of those facing illness, financial burdens, or the grief of losing a loved one.
 

We need technology resources to provide innovative solutions in trying times.
Your support today will ensure that many more people like Mike find the services and community they need the minute life returns to normal.
 

Every dollar and every day counts. Your gift today will provide for a neighbor feeling anxious and desperate.
 

Can they count on your emergency support today?
 

 

Jane Smith
Executive Director
 

 

P.S. Please consider a monthly subscription donation of $20 to offer support services regularly during this crisis and beyond.
