
It will help to have someone help you communicate because you will be busy doing other things 
and an important date, deadline, or email message that needs responding to might slip your 
mind. Just ask the communications director when you need them to respond to messages, set 
up meeting dates, or communicate information, deadlines, and important to choreographers, 
dancers, teachers, and adults. This is a partnership so take advantage of it! 
 
You will use email, group me, imessage, and the wix inbox feature as your communication 
resources 
 
 
 
EMAIL TIPS 
Platform: www.gmail.com  
info@turningtablesproject.com 
Password: 1908camryn 
 

- Respond to all emails in a timely fashion 
- Make sure that you are grammatically correct, using proper punctuation, and writing full 

sentences. 
- Be as thorough as possible in all of the emails you send out. If you do not know the 

information someone is asking about, ask someone. 
- Begin each email with a greeting (e.g. hello, dear, “Name-”) 
- End each email with a signature  

- E.g:  
 
Best, 
Camryn Stafford 
Turning Tables Communications Director 
 

** If there is an email you do not know how to respond to, or do not feel comfortable responding to, let 
me respond to it first  

http://www.gmail.com/
mailto:info@turningtablesproject.com


You will have to ask Walker to promote the show. Below is an example of what to include and how to ask. 

 
 

- Ask Walker to promote the show 
- Get the show poster from the marketing director and attach it to the email 
- Give the show details (time, location, price of tickets, etc.) 
- Provide a brief description that she can attach to an announcement, email, or remind 
- Provide the website link where people can buy tickets 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
You will also email the dance guild asking them to promote the show to the entire dance conservatory. 

Below is an example of what to include and how to ask. 

 
 

- Ask the dance guild president to promote the show ot the dance conservatory students 
and parents 

- Get the show poster from the marketing director and attach it to the email 
- Give the show details (time, location, price of tickets, etc.) 
- Provide a brief description that she can attach to an announcement, email, or remind 
- Provide the website link where people can buy tickets 

 
*Ask  for parent volunteers to help with ticket sales in a separate email 

 


