[image: ]
Learner communication templates
Aspen Bridge Learning
Replace the prompts in Word, then save your own copy.
Message details
Audience and channel: [Enter details]
Send or publication date: [Enter date]
Draft message
Subject: [State the learning objective clearly]
[Explain what is changing or being offered, who it affects and when.]
[State the action required and the approved contact route.]
Review before sending
[ ] Verify dates, links and contact details.
[ ] Remove personal or confidential information.
Approver and approval date: [Enter details]
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