Sample Text for Introductory Email to New Examiners
Dear ___________:

My name is _______________.  I am a Senior/Alumni Baldrige Examiner, and I have volunteered to be a mentor. We have been paired in order that I might help you in completing your prework for the upcoming Baldrige Examiner Training.  

As your mentor, I will be available for 1-2 to hours each week from now until the Friday before you attend training. To make the most of this relationship, I feel that it will be important for us to touch base each week and for you to begin on your prework assignment as soon as possible.  If possible, I prefer that we communicate via ____________ [chose email/phone/both].  Please let me know if this communication approach works for you. 

[Note:  You can tailor this message by adding any of the specific ground rules and/or activities listed in the Mentor Program Suggestions or Tips.  Alternatively, you can discuss these items in subsequent communications with your assigned new Examiners.] 

To get started in our communication, please email or call me at your earliest convenience.  My email address is _______________, and my telephone number is _______________.

I look forward to working with you over the next several weeks. 

Sincerely,      

