
Tailoring Your Message for 
Your Audience
Different audiences require 
different tones and approaches. 
Personal supporters may appreciate a 
conversational tone, while churches 
may need a more formal introduction. 
Keep messages clear, inviting, 
and action-oriented.

Key Tip: Make sure your recipient 
will know what you want them to do 
after they’ve read your message.  

Follow-Up Strategies
Not everyone will respond right 
away—follow-ups matter!

• If no response: Send a brief 
follow-up message in about a week.

• If interested but hesitant: 
Offer more details or schedule a 
short call.

• If they decline: Thank them and ask 
them to share with others who might 
be interested.

• If they commit: Follow up with next 
steps and keep them engaged.

Comprehensive Communication Guide: 
Sharing Your Request Effectively

Objective
This guide provides best practices, message templates, and key resources 
for sharing your Switchboard request with your network.

As a worker or organization on Switchboard, you already have access to 
a network of Kingdom Consultants (KCs) who are ready to assist. However, 
your personal support network—those who already know and believe in your 
ministry—is one of your greatest assets for finding the right help.

Message Refinement 
Checklist
Use the checklist below to 
make sure your message is 
compelling, actionable, 
and aligned with your 
ministry goals.

Before sending, ask 
yourself:

• Is the need clear and 
easy to understand?

• Does it show how the 
recipient can help?

• Is there a specific next 
step (e.g., sign up, 
share the opportunity, 
schedule a call)?

• Does it maintain 
consistency with your 
ministry’s unique voice?
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Message Templates
Use these templates as a starting point, adjusting as needed for your 
audience and communication style.

1. Individuals (Friends, Family, Supporters) –  
 Email or Personal Message

Subject: A Simple Way to Support Our Ministry

Hi [Name],

I hope you’re doing well! I wanted to share an opportunity to directly support our 
ministry in a practical way. We’re looking for help with [briefly describe need, 
e.g., “managing donor updates”], and I immediately thought of you.

We’re using a platform called Switchboard, which connects ministry workers with 
skilled volunteers. Would you be open to learning more about how you could help?

You can check out the request here: [Insert Switchboard link]

Let me know if you have any questions—I’d love to chat!

Thanks so much,

[Your Name]

2. Church Leaders & Missions Committees – Email
Subject: Equipping the Church for Virtual Ministry Support

Dear [Pastor/Missions Leader],

I wanted to introduce you to Switchboard, a platform that helps ministry workers 
like me connect with skilled volunteers for practical support. Right now, we’re 
looking for help with [briefly describe need], and I wanted to invite your church 
community to be part of it.

This is a great way for those with professional skills to actively participate in 
global missions from wherever they are.

You can view our request here: [Insert Switchboard link]

Additionally, if your church is interested in mobilizing more members for virtual 
missions, I highly recommend checking out the Virtual Missions Kit, designed to help 
churches engage in this opportunity: globalswitchboard.io/vmk.

I’d love to connect and share more!

Blessings,

[Your Name]
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3. Past Teammates & Ministry Associates – Direct 
Message or Email

Subject: Partnering Again in Ministry!

Hey [Name],

I hope you’re doing well! I was just thinking of the work we did together in the 
past, and I really appreciated your [mention quality of the other person observed 
during shared experience].

I wanted to reach out because we’re looking for some extra help with [describe 
need], and I immediately thought of you. We’re using a platform called Switchboard 
that makes it easy to connect skilled volunteers with ministry needs.

If this is something you’d be interested in, check it out here: [Insert 
Switchboard link]

Let’s catch up soon!

Blessings,

[Your Name]

4. Organizations & Networks – Formal Request
Subject: Expanding Our Ministry Impact with Virtual Volunteers

Dear [Organization Contact],

I wanted to introduce you to Switchboard, a platform that helps ministry workers 
connect with skilled volunteers for practical support. We currently need assistance 
with [describe need] and are seeking individuals who might be interested in 
serving virtually.

Would you be willing to share this opportunity with your network? You can view our 
request here: [Insert Switchboard link]

I’d love to discuss how we can collaborate to engage more people in meaningful, 
virtual ministry opportunities.

Looking forward to your thoughts!

Best,

[Your Name]
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Return to the resource 
page.
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