Leader Process Launch Template
Dear [LEADER]:

We are close to launching Everything DiSC 363® for Leaders. To get the ball rolling, we need you to submit your list of raters. Attached to this email is a spreadsheet template called Rater Information. Please save a copy to your desktop, replacing the word ‘template’ with your name. For example: Rater Information Spreadsheet_johnqdoe
The spreadsheet outlines how to enter your rater information. Be sure to follow the instructions carefully, or your 363 will be delayed. You’ll be asked to provide email addresses, names, and rater-type codes (e.g., Peer) for each rater. Please include your manager and all of your direct reports. 
If you’ve been asked to select raters for the “Peers” and “Others” categories, please choose a minimum of four per group. The “Other” category is meant to be used for internal and external customers. To get the most out of this opportunity, please resist the urge to choose only people who are likely to give you high marks. A wide variety of feedback will make your 363 experience more powerful.
Please e-mail the completed spreadsheet to [RECIPIENT] by [DATE]. 

On [DATE], you’ll receive an email from [email address] with the subject line, “Your leadership program—Action requested.” This email will contain an access code to an online assessment that will take 20–30 minutes to complete. 

Your online assessment will include two parts: a DiSC® assessment and a Leadership Behavior section. Your raters will also complete a two-part assessment: the same Leadership Behavior section, as well as a Leadership Requests section that asks which leadership practices they’d like to see you do more of. 
Please complete the online assessment by [DATE].

Once the assessment process is complete, you’ll be contacted to set up a one-on-one coaching session to explore the results of your report and set your leadership development goals. Please don't hesitate to contact me if you have any questions.
Best wishes,

