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Emailing your Volunteers 

 

Bcc 

Whenever you email your volunteers, make sure you enter their email address 
in the Bcc… box rather than the To… box. Bcc stands for Blind Carbon Copy 
and it means that recipients will not be able to see the personal details of 
other volunteers receiving the same email. There are new laws in place which 
mean that sharing personal data without permission is an offence so please 
don’t put yourself (and VTeam) in a position where we could be penalised. 
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Email signature 
This is the section at the bottom of your email which says who you are and 
what you do. Adding an email signature is easy and makes your emails look 
more professional. You can create an email signature by pressing the 
“Signature” button under the “Insert” tab when writing a new email. If you are 
unsure, there are plenty of videos on YouTube. 

Being a VTeam project committee member makes you an official 
representative of the SU. Therefore, you are permitted to copy a staff 
member’s signature and make it your own! Just make sure you replace our 
name and job title. 
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Font 
Please use Century Gothic font. As an 
official representative of the SU, you 
should comply with our official SU 
branding. This includes using Century 
Gothic in any email which is sent on 
behalf of your project.  

 

 

Tone of voice 

VTeam is a fun and energetic department; therefore all of our emails carry 
this upbeat and laid back tone. As a project you should aim to use a similar 
tone when writing to your volunteers. People will be discouraged from 
meeting you if your emails sound harsh and overly serious. It is equally 
important to maintain this writing style and stay consistent throughout all 
communication. It is only fair that each volunteer receives the same level of 
enthusiasm from the project that they have eagerly joined. It may be worth 
creating a template which you can just copy and paste every week. Just 
make sure you change session times and dates! 

 

 

Cc 
So that we are able to keep track of what’s going on within your project, 
please Cc in both vteam@essex.ac.uk AND your project’s assigned VTeam 
staff member. 

 


