
You can create chat

groups and rename them 

Navigating CommunicationNavigating CommunicationNavigating Communication

EMAIL

Use for longer correspondence or

info that should be archived/saved

long term

Example - Cheryl sending out info

about voting procedures

THURSDAY NEWSLETTER

Quick reminders for all-staff in

advance of a specific date

Example - Lynn reminding staff

carpets will be cleaned on

Saturday 

CHAT

Quick/immediate responses needed - where

you wouldn’t typically need to go back a

month later to find that info

Example - Emily reminding staff about a

meeting location

TEAMS

For brainstorming and sharing ideas

Example - Abigail has a recipe idea for Bookish

Holiday or Linda shares a picture of sigange

she saw in a store that might be useful 

Create a subject line when

posting in a “forum” to

keep replies on a topic

together

Create separate channels

for topics that can be later

archived or may have

multiple conversations 

Examples of Teams posts

that might have been

better as chat messages
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