Distance Leadership
Tips for Communication Methods

General Considerations

· The complexity of the message (sometimes both voice mail / email are good here)

· The sensitivity of the message

· The need for documenting the message

· The urgency of the message
When to Use Email

· When several people need the same information

· To create a documented trail of information

· For nonsensitive and non-confidential information

· As a supplement to a conversation

When to Use Instant Messaging
· For quick messages / questions

· To determine if it’s a good time to talk on the phone
When to Use Voice Mail
· For short messages

· When you want to convey a particular tone with your voice
When to Use a Fax
· When a signature is required

When to Use Snail Mail
· When you want to personalize a note

When to Use an Individual Phone Call

· When you would like to talk face-to-face but can’t
· For confidential or sensitive information
· When dialogue/feedback is important to the topic

When to Use a Conference Call
· When multiple people need to be involved in the conversation
· When travel is not practical or is too costly

· When the topic can be handled in two hours or less

When to Use a Video Conference

· When multiple parties have access to the technology

· When seeing other parties is important

When to Meet Face-to Face

· For large groups

· For starting a new team

· For very important messages

· When rapid-fire interaction is desired

Tips for Using Email
· Use the subject line.

· Write a clear subject line so the receiver knows what the message is about.

· Establish a set of codes to use in the subject line to help people sort what to read now versus later. 

Sample E-Mail Code System

Right after Subject---Write one of these four codes:


FYI – For Your Information


ACT –Action Item (also put the due date in the subject line)


HOT- Urgent


NRR-No response required

· Keep your emails to one page
· Research shows that most people won’t scroll past one page except in rare situations

· Use “carbon copy” judiciously.

· Be very careful about whom you copy and when. An organization with high levels of carbon copying is likely to have low level trust.

· Write a separate email for each subject. This makes it easier for people to manage and process their email. They can file or delete as they finish with each note. They can also forward a note without having to delete the parts that aren’t relevant to the receiver.

· Don’t use email when talking is more appropriate.

· If you start a conversation with email, once you have replied back and forth three times, pick up the phone to complete the dialogue.

· Use good writing practices. Start the note by stating what the note is about, then give the meat of the message, then finish with a summary.

· Use attachments thoughtfully.

Some team members may not have high-speed access, and attachments can really slow them down. Be careful that attachments are not too big.

When the attachment is very small, consider whether you should simply cut/paste it into the email.

If your team shares information frequently, consider a shared database for documents.

Have the team establish ground rules for email.

Tips for Using Voice Mail

· Identify Yourself

· Leave your phone number at the beginning and end of the message

· Think through your message before you call

· State the purpose of your call

· Speak clearly and at an appropriate volume level

Tips for Facilitating Effective Conference Calls
· Have a facilitator
· Take roll so everyone knows who is on the call
· Be clear on the purpose for the meeting (information sharing, decision making, planning, problem solving, team building, feedback/evaluation, training, celebrating)
· Announce people joining and leaving
· Send an agenda out in advance with handouts
· Start and end on time
· Assign a time keeper
· Take breaks every one and a half hours if the call is longer then two hours
· Follow-up  with brief minutes of key decisions made, follow-up items, and so on
· JC recommendation:  Consider using a structured thinking system for longer meetings. The recommended system will save time, encourage participation and improve outcomes.
*** See: Six Thinking Hats by Edward de Bono
From: Interaction Styles and Working Remotely: Strategies for Leading and Working in Virtual Teams.  Susan K. Gerke & Linda V. Berens

