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Sharing of information and communication – E-mail

	The vast majority (32) of department managers say that email is working for them for sharing information among department managers and for communicating with Lynda Potzus and/or Linda Kittle. 

· Only 3 say that email in not working for them for either of these purposes. 

· Several suggested that some topics are too complex for email; phone or in-person meetings are better in these cases (particularly in reference to communicating with LP or LK)

	Why?

· Can go back & read

· Don’t spend time on conversations

· Can choose what to participate in.

· Can glance and decide how urgent

· Written documentation 

· Easy to file

· Convenient - can read, save and get back to it later

· Can’t attend meetings, so relies on email for information

· Reads each one completely – a great learning tool especially for a new mgr.

· Can read from any location

· Can forward information to others

· Easiest way for information sharing

· Appreciate info from Lynda & Linda

· Read and can go back to it; not another meeting to go to

· Email is straightforward; reads all but rarely responds

· Often goes out to dept. mgrs. for helpful info

· Good for general outline and/or feedback use

Why not?

#1 - Overwhelmed by email and can’t read everything in a timely manner

· Many mentioned concern that they are unable to respond to emails

· Often just skim emails – too much volume

· Behind on email, phone works best; always opens email from the chair

· Challenge is to keep the in-box under control; must pick & choose emails individually but may not all have same priorities; so much info but too hard to respond to everything

· Just too much; everybody wants us to forward for them; keeping up with everything (ctes, mtgs) in addition to regular jobs

· Smaller departments are at disadvantage; often expects other mgrs to respond when she doesn’t have time

· Still too new to respond to all email

· Only skim them – too many; easier to discuss in person, more apt than to read email

· So busy don’t think about how to communicate

· So much email – can’t read thoroughly all the time.

· Can’t read really long emails

· Deluged by email; has trouble keeping up with it all. Not able to pay attention to it all. Mtgs can be better – have everyone’s attention

#2 - Tune out after 2 – 3 exchanges on same topic; ineffectiveness of 40 person conversation

· Unwieldy for group communications; appreciates the use of “Do Not Respond to the Group” as appropriate.

· Does not like the ongoing exchanges: so much information, too long to read; takes too long to get back to it; likes brainstorming in person.

Other Comments

· Doesn’t really use as communication tool, more a “noticing” tool. 

· Send out queries every now and then; don’t always get response.

· Sometimes messages drop during very busy times.

· Helps just to network and talk to others occasionally



	Suggestions for improvement in use of email?

#1 - Use subject line for clear identification of the subject 

· create standard subject headers?
· create a “subject” filter?
#2 - Appropriate use of “reply to all” vs. “reply to sender”

#3 – Consolidate somehow to reduce volume

· Collective subjects in one email

· Use less text and more bullet points

· To-the-point, no fluff

· Consolidate emails prior to dept. mgr mtgs

· Summary emails are good

· Have a point person to summarize really long emails

Some individual suggestions:

· Could Portal be used to broadcast some of the info that clutters our email?
· Community bulletin board?
· Set up a blog for dept. mgrs?
· Be careful not to abuse “Urgent”

· Better spam filter; often outside reviewers (e.g.,personnel actions) end up in junk mail

· Flag messages at very busy times

	





