CONGRATULATIONS/MATCHED E-MAIL 
(For mentors using Mentors Online: The E-mentoring Tool Kit)

Congratulations!! 

You have been matched with a youth who will be your mentee for the (name of program). The (name of program) staff have worked together using the mentor and mentee profiles to make the best possible matches for this program. Below is information about the young person you are matched with. 

[Insert information here about the youth they are matched with and information about sending an e-mail to that youth.]

We ask that you send the first e-mail to your mentee by (date). To send an e-mail to your mentee, all you have to do is compose an e-mail and send it to (Mentors Online central e-mail address that you created for your program). We have designed this program to be simple and easy. 

Mentors Online has recently added a filter that will automatically remove your personal contact information, such as e-mail addresses and phone numbers, from the body of an e-mail. However, to ensure your security and privacy, if you currently have your signature line automatically appearing at the bottom of your e-mails, please turn this feature off when sending e-mail to your mentee. Also remember, your e-mail address, phone number and postal address should never be shared with your mentee. 

[Include the Mentee Profile here.]

[Include information about the mentor’s roles and responsibilities.]

As a mentor, you are committing to:

· Send at least one e-mail per week to your mentee for (length of program);

· Ask for assistance if you need it;

· Contact your Program Coordinator if you are unable to communicate with your mentee for a week or two; and

· Participate in the (name of program) evaluation process.

[Include a note on privacy and security]

All correspondence, e-mail addresses, and access to the (name of program) Web site are completely private and secure through the Mentors Online software system. All e-mails will be archived and during the course of the program, a Program Coordinator will be periodically checking e-mails to review participants’ exchanges. We'll also ask you to provide feedback about the program throughout the year. 

Again, if you have any questions or concerns about your participation in this program or if other issues arise, please contact me at (e-mail address and telephone number).

Regards,

________________________________

Signature of Organization Representative

(Name of Organization Representative)
Courtesy of Digital Heroes Campaign, America Online, Inc.

