Sample Email/Memo #1: 

Introducing the Challenge – best sent from Senior Management (if possible)

Hello to all. I am very pleased to announce that we’re launching a new healthy living initiative called the Step by Step: Walk for Wellness Challenge. This challenge is designed to help all of our staff to be more physically active and eat a more nutritious diet, so that we can enjoy better health. 

The challenge will start on (insert start date) and run for XX weeks. It has two major components:

1. Wearing a pedometer to track your daily physical activity, and

2. Tracking the number of fruits and vegetables that you eat each day

I believe this challenge will help us all to be healthier, and it will also help to create a safer, healthier work environment.

Over the next few days, you’ll be receiving more information from (insert name of coordinator), who will be acting as Coordinator of the Challenge. If you have any questions, please contact (insert first name of Coordinator) at (insert phone number and/or email address). 

I’m looking forward to participating in this challenge and I hope you’ll join in the challenge too. Let’s get healthier together!

Sincerely,

(insert name and title)

Sample Email/Memo #2:

An Invitation to Participate in the Challenge – sent from Challenge Coordinator

Hi everyone. I’m the Coordinator of the Step by Step: Walk for Wellness Challenge, and it’s my pleasure to invite each of you to participate in this exciting, healthy living event.

As (insert name of person who signed the previous email/memo) mentioned in an earlier email (or memo), this is a XX (5 to12) week, pedometer-based walking challenge that’s open to all of our employees. It’s great fun, and it’s easy to participate:

1. Form a team of XX (2, 3 or 4) employees 

2. Pick a captain

3. Record the number of steps you take each day, the amount of other activity, and the number of fruits and vegetables you eat 

4. Submit your weekly totals to your team captain, who will submit them to the Challenge Coordinator

Why are we doing this? Because regular physical activity and eating healthy are crucial for good health. Recent studies show that nearly 2/3 of Canadians are not physically active enough for health benefits, and our inactivity leaves us at increased risk of premature death, chronic disease and disability. 

Our goal is to help our valued staff improve their overall health by promoting active living at work. By adding regular physical activity into our day, and by eating a healthier diet, we can all make significant improvements to our health. Each of us will benefit, and the workplace will benefit too.

An overview is attached, which provides the information you need to participate in the challenge. If you would like more information on the Challenge, please contact me at (add phone number and/or email address). 

Don’t forget – the Challenge starts on (insert date), so get your team together today. Make sure that you’re a part of the Step by Step: Walk for Wellness Challenge. 

Sincerely,

(insert name)

Challenge Coordinator


Sample Email/Memo #3:

Pre-Challenge Email – sent from Challenge Coordinator

Is your team ready for the Step by Step: Walk for Wellness Challenge? The Challenge starts on (add in the start date), but first, we need to find out your “baseline” activity level. It’s easy to do.

Starting Monday put on your pedometer and go about your normal activities. At the end of the day, record your step total on the Personal Activity/Nutrition Tracking Sheet that has been provided to you, or can be found in your Participant’s Manual http://www.winnipeginmotion.ca/work/step_by_step_walk_for_wellness_challenge/. Do this each day for seven days. Your goal is to establish how many steps you normally take in a typical day over a one-week period. This will become your activity baseline. 

Also, don’t forget to record the number of servings of fruits and vegetables that you eat during baseline week. There’s a place to record your fruits and vegetables on your Personal Activity/Nutrition Tracking Sheet.

It’s very important that you stick to your regular physical activity routine during baseline week. This will help you to establish realistic daily and weekly step goals when the Challenge begins. After you set your baseline, we’ll look at easy ways to add steps to your day and set activity goals that will work for you.

Pedometer Tips

At the end of each day, after you record your daily steps, be sure to reset your pedometer to zero. Keep your pedometer by your bed each night and don’t forget to attach it to your belt when you get out of bed.  Every step counts!  

If you’re not sure how your pedometer works, check the Pedometer Fact Sheet for instructions on wear and care. And if you forget to wear your pedometer, don’t worry. Just use the Non-Step Activity Conversion Tool to keep track of the time you spent being active. Both tools can be round in your Participant’s Manual

http://www.winnipeginmotion.ca/work/step_by_step_walk_for_wellness_challenge/.

Remember – every step you take is a step towards better health. Good luck and have FUN!

