Communication Plan

[bookmark: _GoBack] During the period of when evaluation dates are announced through 3 weeks after teams are announced MYS will only respond to questions/communications which are sent to MYSTRAVEL@gmail.com.  MYS travel committee will commit to responding to emails within 3 days from when the email is received.  MYS will not respond to calls/emails to any other mailbox or any other method of communication.  MYS travel will set up an autoreply that indicating a response will be 3 business days.  
 
The travel committee will need to commit to reviewing and responding to the mail box daily. Or use Public relations director to help with organizing the emails and forwarding them to someone the on travel committee who can answer the questions.  (such as:  Bob get any question about XXX,  Kelly any question about XXX,  so on)    All responses can go through Travel Director if that makes us feel better we are keeping the message consistent, we just need to organize ourselves to handle this. 
 
It is important the MYS travel communication is timely responses as this has big returns in that members feel more comfortable with an answer then with no response.  
 

Send email to members telling them only to email MYSTRAVEL

In an effort to respond to questions/comments in a timely manner and organized fashion MYS is requiring ALL TRAVEL TEAM QUESTIONS are addressed to MYSTRAVEL@gmail.com ONLY.  Our travel committee will respond to emails on a first in, first out basis and with a TARGET of a 3 business day turn around.    


