Email Template:
Subject Line: City of Madison | 360Feedback Launch 

Hey Rachel
I am requesting the launch of a 360 for the following 
1. [Your First Name/Your Last Name]  - [your city of madison email] 
Survey type: [select the type of survey that best fits your position Executive/Supervisor/Individual Contributor]
Launch Date: [Day of week/Month/Date]
Close Date: [Day of week/Month/Date - pick a date 2 weeks from your launch date]
Progress Summaries: Please send progress summaries to the Leadership Development Specialist, Jay Winston, at jwinston@cityofmadison.com and the following
1. [Your First Name/Your Last Name]  - [your city of madison email]
Thank you for sending summaries on [Day of week/Month/Date] and [Day of week/Month/Date]
Reports delivered to Whom: Jay Winston at jwinston@cityofmadison.com and the following
1. [Your First Name/Your Last Name]  - [your city of madison email]

Note: be sure to cc the leadership development specialist and attach your completed load list to this email
Example of Email Ready to Send:
Hey Rachel
I am requesting the launch of a 360 for the following
1. Jane Doe - jdoe@cityofmadison.com
Survey type: Supervisor 
Launch Date: Monday, June 22nd 
Close Date: Friday, July 3rd 
Progress Summaries: Jay Winston at jwinston@cityofmadison.com and the following
1. Jane Doe - jdoe@cityofmadison.com 
Thank you for sending summaries on Thursday, June 25th and Wednesday, July 1st 
Reports delivered to Whom: Please send progress summaries to the Leadership Development Specialist, Jay Winston at jwinston@cityofmadison.com and the following, 
1. Jane Doe - jdoe@cityofmadison.com

