Sustain 3S03 & 4S06. 2022-2023

Email templates to CPC RE: Final Report Page
Hello CPC Name Here,

As part of our/my Experiential Learning Project, we/I have prepared a one-page final report. This report page will be made publicly available on the McMaster University Website and may be included within the McMaster University Academic Sustainability Programs Annual Report. We/I have also attached two proposed photos, which will be included within the final report page.

We/I are/am requesting your feedback to ensure that the information presented is correct and that the parties involved and the roles they played are being properly represented. Please thoroughly review this page and provide track changes of any information that should be adjusted. 
If you could please provide your comments and send any changes to me via email by the end of the day Month Day it would be greatly appreciated. 

Thank you for all of your support.

Sincerely,

Student(s) Name(s)

*note: Please send this email 1-2 weeks before you require a response and requesting feedback by the end of the first week. This way you can make any changes necessary prior to submission, or follow-up if needed.
Email templates to Collaborators RE: Final Report Page
Hello Collaborators Name Here,

As part of our/my Experiential Learning Project, we/I have prepared a one-page final report. This report page will be made publicly available on the McMaster University Website and may be included within the McMaster University Academic Sustainability Programs Annual Report. We/I have also attached two proposed photos, which will be included within the final report page.
We/I are/am requesting your feedback to ensure that the information presented is correct and that the parties involved and the roles they played are being properly represented. If you could also please coordinate with any other member of your team who you feel should be included in the review process prior to publication that would be great.

If you could please provide your approval and any suggested changes to me via email by the end of the day Month Day it would be greatly appreciated. 

Thank you for all of your support.
Sincerely,

Student(s) Name(s)
*note: Please send this email 1-2 weeks before you require a response and requesting feedback by the end of the first week. This way you can make any changes necessary prior to submission, or follow-up if needed.

If you have not received a response by the date stated, please follow-up (Send at the end of the day stated in the previous email. Give the collaborator 1-2 more days to respond. Be sure to state the requested date for feedback. Please see email template below.
Hello Collaborators/CPC Name Here,

In follow-up to the email below (attach initial email) we/I have not received any feedback on the attached document (remember to re-attach the document).

If we/I do not hear from you by DAY, MONTH, we/I will assume that no changes are necessary and we/I have your approval to proceed to communicate publicly.

Thank you again for your support,

Student(s) Name(s)
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