Open Door Email Templates

As you use these templates, be sure to include specific details and instructions for your Open Door events such as drop-off times for LifeKids, meals for kids, or directions to off-campus locations. We encourage you to make these emails as personal as possible.  Remember to use greetings and phrases that best represent your campus personality to set the expectations of what someone will experience at Open Door. 

Registration Follow-Up Email (Two Versions)
Following are two versions of follow-up emails to send to individuals who have signed up to attend Open Door. Each version includes two possible next steps for the reader. Use the one appropriate for your location.

FIRST VERSION

<First Name>, 

Thank you for signing up for Open Door. Our staff looks forward to getting to know you while you learn more about Life.Church–where we've been, where we're headed, and how you can be a part of it.

Please join us at <location> on <date> at <start-end time>. We’ll provide <lunch/dinner> and LifeKids for children ages <x-x>. 

To help us prepare for the event, please reply to this email with how many adults and children will be attending Open Door with you. Then, come ready to have some fun!

OR

Your next step is to come ready to have some fun!

We can’t wait to see you, 

<signature>


SECOND VERSION

<First Name>, 
Thank you for signing up for Open Door. Our staff looks forward to getting to know you as we share the history and vision of Life.Church. 

Please join us at <location> on <date> at <start-end time>. We’ll provide <lunch/dinner> and LifeKids for children ages <x-x>. 

To help us prepare for the event, please reply to this email with how many adults and children will be attending Open Door with you. Then, come ready to have some fun!

OR

Your next step is to come ready to have some fun!

We can’t wait to see you, 

<signature>

Reminder Email
Following are a few options on how to structure reminder emails to send to individuals who have signed up to attend Open Door. This will be the second point of contact, so it’s a great time to provide more details about the event. You can send it up to three days before the event.

Hello, <First Name>!

The Life.Church <location> staff is excited to get to you know at Open Door <date/tomorrow>, <start-end time>. 

We’ll have <type of food> for <lunch/dinner/snacks> for you and <type of food> for children ages <x-x> in LifeKids. Drop off for LifeKids starts at <time>.

OR

We’ll have <type of food> for <lunch/dinner/snacks> for you.  We won’t have LifeKids ministry available during Open Door, so please make other arrangements for small children. Kids over <xx age> are welcome to attend with you. 

OR
Here are a few details you might find helpful:
<create a clear, concise bulleted list of important details, including>
· Meeting location and time
· Drop-off time for LifeKids, ages x-x
· Type of dinner/lunch/snacks provided
· Etc. 

See you <day/tomorrow>!

<signature>

Event Follow-Up Email
Here’s template for an email to follow up with people who attended Open Door. Remember to include the next steps of serving and taking the survey. A few weeks later, you can always follow up with people who attended but haven’t gotten plugged into serving. 

[bookmark: _GoBack]Hi <insert first name>,

Thank you for coming to the Open Door event <last night/yesterday>. We loved getting to know you better! We hope you enjoyed learning more about the vision and history of Life.Church.

If you signed up to serve, a ministry leader will contact you to begin your next step. If you didn’t sign up to serve, but would like to do so now, email first.lastname@life.church, call <name> at <XXX-XXX-XXXX>, or visit our website to find the best place for your ministry to begin.  

We'd like to hear about your experience at Open Door. Please take a minute to complete [this survey] and help us continue to make Open Door a successful event.

Thanks for giving us the chance to share our vision and how you can be a part of Life.Church <location>. If you have any questions, please let us know! 

We look forward to seeing you this weekend!
<signature>

