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This sample email is intended to serve as a starting point for a standardized TA onboarding email that all of your organization’s TA team members can use. 
Instructions: Edit as needed, copy/paste into the email system and save as a template.
Dear [INSERT business owner name/company],
Welcome to the [INSERT ORGANIZATION] family. We are excited to support your businesses with not just loan capital but also supportive technical assistance services - aka business coaching.
In the attached one pager (How Does It Work?), you will find a brief snapshot of how we support you with the online resource platform, Initiate. This platform has over 140 resources in both English and Spanish. It is available to you 24/7/365! 
My job is to guide you through the resources that align with your Business Goals. In order to get you acquainted with our program,  including those resources, we will schedule our first in person or online session and take a tour of the platform. In preparation for that session, I ask that you: 
· Accept the Initiate invitation sent to your email
· Review this short video, Introduction to Initiate
· Complete the Business Self-Assessment 
 Please respond and let me know which of these options work for you: 
· DATE/TIME #1
· DATE/TIME #2
· DATE/TIME #3 
I look forward to getting to know you and how I can support your business growth.
[INSERT SIGNATURE]Best Practices for Effective Email Communication: 
• Keep emails brief and message concise. 
• Use bullet points and be clear about what you want the reader to do (include a clear call to action). 
• Make sure the subject line relates to the content. 
• Use a professional and friendly tone. 
• Reply to emails quickly (within 24-48 hours) even if requesting more time to answer their question/request
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