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STARTUP EMAILS TO WRITING GROUP MEMBERS  

  
Introduction/Scheduling Email  

Dear [name, name, name, & name]:  

My name is [your name]. I’m starting a writing group and I’m writing to see if you’d be interested in 
joining. Our group will meet weekly for 90 minutes. Throughout the term we’ll take turns sharing 
work and exchanging feedback. Presenting on a regular schedule should help each of us make 
steady progress on our projects, drawing energy from the group as we go. I’m a 
[department] student writing my [project] as well, so in addition to organizing the group, I’ll present 
my work in progress like everyone else.  

To help schedule a first meeting, please fill out {this when2meet poll}.   

If group is in-person/hybrid: Our group will meet in person in [location]. If you need to join the group 
online, please let me know and we will make the meetings hybrid. Once everyone has completed 
the scheduling poll, I’ll follow up with a meeting time and location.  

If group is online only: Our group will meet on Zoom. Once everyone has completed the scheduling 
poll, I’ll follow up with a meeting time and link.  

Excited for our first meeting,  

  
 

Follow-up/Guidelines Email  

Dear [name, name, name, & name]:  

Thanks to everyone for filling out the meeting poll. Based on everyone’s responses, our first 
meeting will be at [time, date, location]. We’ll use that meeting to share goals for the group, 
set the schedule for sharing work, and learn about one another’s projects.  

Here's my proposal for how we’ll work together each week, which we can revise during our first 
meeting:  

• Two group members share work with the group every week.  
  

• Presenters email a google doc link to their work at least 48 hours before our meeting 
along with a few notes about what they’d like feedback on. Presented work should be 
no more than 10 pages and can be messy.  

  
• Group members spend 30 minutes reading each presenter’s work (60 minutes total 
for both presenters) and add a few comments on the google doc prior to each meeting.  

  
• Meetings follow this schedule:  

o 10 mins: Group members share progress made the previous week.  
o 30 mins: Presenter 1  
o 30 mins: Presenter 2  
o 10 mins: Goal setting/sharing for the upcoming week  



 
 

Again, this proposal is just a baseline. If you all want to work differently, we can revise this during 
our first meeting. We’ll also use that meeting to draft a presentation schedule for the semester, 
which I will email everyone afterwards. If some of you are interested, we could add 30 minutes of 
co-writing time to the end of each meeting.  

Looking forward to starting our work together on [date],  
  
  
Follow-up to First Meeting  

Dear [name, name, name, & name]:  

Thanks for a productive first meeting. I’m really excited for this group! I’m writing with our shared 
plan for how the group will work and to prepare for our next meeting.   

[name] and [name] will present work at our next meeting on [date, time]. We’ll meet [location]. The 
full presentation schedule for the semester is below.  

[name] and [name], please share your work with the group via shared doc at least 48 hours in 
advance. To prepare for our discussion of [name] and [name’s] work, please read this GWL 
handout on Giving and Receiving Feedback.  

To make sure we’re all on the same page, here’s a summary of how we agreed to organize our 
meetings [revise as needed]:  

• Two group members share work with the group every week.  
  

• Presenters email a google doc link to their work at least 48 hours before our meeting 
along with a few notes about what they’d like feedback on. Presented work should be 
no more than 10 pages and can be messy.  

  
• Group members spend 30 minutes reading each presenter’s work (60 minutes total 
for both presenters) and add a few comments on the google doc prior to each meeting.  

  
• Meetings will be structured like this:  

o 10 mins: Group members share progress made the previous week.  
o 30 mins: Presenter 1  
o 30 mins: Presenter 2  
o 10 mins: Goal setting/sharing for the upcoming week  

If we find this format isn’t working for us, I’m happy to revise it later in the semester. We can add a 
half-hour of co-writing to the end of our meetings any time you all are interested.  

Looking forward to seeing you all next week,  
  
  
Presentation schedule  
[date]: [name, name]  
[date]: [name, name]  
[date]: [name, name]  
[date]: [name, name]  
[ . . . ]  
 

https://yaleedu.sharepoint.com/:b:/s/GraduateWritingLab/EWTtf955D6NPrhyl-rpNDEoBgHK55ue2Kq6or1B2CueXBQ?e=uiLg0o

