
Email That Works
Email is a noisy environment. Stand out. Be brief, bold, and clear. 

Think outside the paragraph.

From: Michonne Z. Slayer, VP of HR
To: All sta�
Re: A few steps to prepare for the zombie apocalypse

The company has launched its zombie apocalypse preparedness 
plan (ZAPP). 

As your HR leader, I’ve prepared this email to explain what actions 
you should take.

Why now?

After the well-publicized zombie takeover in Fayetteville, Georgia, the CEO 
and I created this preparedness plan to ensure that our employees will be 
safe and productive in the event of zombie attacks.

Learn about the zombie threat

If zombies make you nervous, I certainly understand. To be properly 
prepared, review the materials below:

• CDC’s zombie apocalypse web site. 
• ZAPP directory on our corporate Intranet
• ZAPP group on our internal social network (join for updates). 

What you should do

We’re seeking volunteers in each o�ce to sign 
up as ZAPP captains and take our short online 
training course. See your local HR leader by 
the end of this month.

In the event of an attack, �nd the volunteers 
in your o�ce – they’ll have red ZAPP caps at 
their desks.

One break room in each o�ce now has a ZAPP 
kit, including fresh water, tools, �rst-aid supplies, 
and crossbows. Learn the location of the ZAPP
kit in your o�ce.

Please be aware that our health plan does not cover zombieism, and that 
bereavement policies do not apply to the undead.

I know it’s a busy time of year, but please review these resources and policies 
this week and, if you’re so inclined, volunteer to help. Let’s support 
each other and stay safe.
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Brought to you by Josh Bernoff's Writing Without Bullshit, the business 
writing book for a world where everyone reads on a screen.

Learn more at bernoff.com/book.


