
OL Cheat Sheet 
A collection of documents, email templates and forms used in Open Leaders 7. 
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Comms 
●​ OL6 Comms Plan (did not make one for OL7) 
●​ Open Leaders 7 Call For Applications Communication Cheat Sheet 
●​ Blog Posts 

○​ Before CFP: Announcing Mozilla Open Leaders 7 
○​ Before OL7: Meet Our 7th Cohort of Open Leaders 
○​ After OL7: Meet our Open Leaders 7 Grads 
○​ After OL7 demos: Open Leaders 7 Demos Recap 

●​ OL7 Email templates 
○​ Invitations 

■​ Invitation to be a Cohort Host - OL7 
■​ Mentor & Expert invitations 
■​ Open Leaders 7 Call For Applications Communication Cheat Sheet 
■​ Guest Facilitator invitation template 

○​ Applicant Comms 
■​ [OL7] Schedule update 
■​ Acceptance / wait list / not selected emails - all emails sent at the end of 

the review process 
○​ Participant Comms 

■​ Project Track Weekly Emails - monday emails for the project track 
■​ Culture track weekly emails: folder of emails sent to culture track 

participants & mentors every Monday 

https://docs.google.com/document/d/18HSZMz9jlzx9znLWPRhrHC1TpvoK4YEVHmtNSMT3hrQ/edit#
https://docs.google.com/document/d/1a7nCj9SE1lnu7yzwZvy59lyP_qBWOVcu1Cuzj2ZzJ7g/edit#
https://medium.com/read-write-participate/announcing-mozilla-open-leaders-7-37cfcb3c481b?
https://medium.com/read-write-participate/meet-our-7th-cohort-of-open-leaders-326ac888467e
https://medium.com/read-write-participate/meet-our-open-leaders-7-grads-9f6e0c24db1d
https://medium.com/read-write-participate/open-leaders-7-demos-recap-8cee3423dbb5
https://drive.google.com/drive/folders/1GLq5BHDQDrFeCxco1xGRIG68KJ8Q_XVa
https://drive.google.com/open?id=1_QFBVm93a_NGXh1UTy9jgcQQHLU54sazoiDd_pqd3rc
https://drive.google.com/open?id=1V2CeFoioy40W5hHEIqhUU2ol-u2ykvQ7MwwoOfGH-VU
https://docs.google.com/document/d/1a7nCj9SE1lnu7yzwZvy59lyP_qBWOVcu1Cuzj2ZzJ7g/edit#
https://docs.google.com/document/d/131Kun0V8TWXn3uKpjEtsC-ea-Ubo3sAUroCCSgIQ14g/edit
https://drive.google.com/open?id=1ll-CZxmEDnFP1brB5cJbCe-AxT7tcgCLq9-Ozoo7164
https://drive.google.com/open?id=1fw9p81u5yh7wIBvbmTDzmrjRYPOKq9PpXg0Wj5-fLg4
https://drive.google.com/open?id=1yI2fNWcbsH7TwxI99tOHasvzFC50bPoFuep927Sc5GQ
https://drive.google.com/open?id=1I7xsTF6bCwKXVgL2Fr9NsUgjBdCd0ki9


■​ Confirming participation - if a participant missed a cohort call, mentorship 
call or becomes unresponsive.  

■​ [OL7] Certificate of Completion - sent at the end of OL7, all participants 
○​ Mentor Comms 

■​ Mentor Communications 
 

Sending a Mail Merge  
Most email templates were sent using Yet Another Mail Merge (YAMM). YAMM is also able to 
send personalized pdfs (certificates). There is a daily limit on how many emails you can send, 
but I share my YAMM invite code with my fake emails and get a daily cap bonus. 
 
 

Guides & Docs 
●​ Role Descriptions Includes: 

○​ Cohort Host 
○​ Expert 
○​ Mentor 
○​ Open Leader (participant) 

●​ OL7 Cohort Host Handbook 
●​ OL7 Mentor Handbook 
●​ Syllabi 

○​ OL7 Syllabus (project track) 
○​ OL7 Syllabus (culture track) 

●​ Mentorship Meeting Template 

Curriculum 

Project Track 
●​ Syllabus (project track) 
●​ By Topic: Guest Facilitators Sections 

○​ All topics for guests (incl. template slides, lessons & instructions) 
○​ facilitator invitation email template 
○​ Slide templates (all topics) 

●​ Cohort Calls (blank Agenda templates, filled agendas) 
●​ Recordings (all) 

https://drive.google.com/open?id=1LyapBXMP59cuQt7WAWQU85xMgVowdDxqvb_IrOVE65g
https://drive.google.com/open?id=1LDig-whbSGz9iPeK6h3CSgKscte3td--l6FzU7xaZjU
https://drive.google.com/open?id=12V4HnkPY1JNMIam_jwprXMwS5WKXKU1rIqxcoScHV0g
https://yet-another-mail-merge.com/home
https://drive.google.com/open?id=1l0WVnfgZFd6nouyMExfigO9XgeyABLz2
https://docs.google.com/document/d/1OKYuS0Zg4uH-3vE_D5fKp7-okBJaOBkgQhuMW5IPGkU/edit
http://mzl.la/ol7-mentor-handbook
http://mzl.la/ol7-syllabus
https://mzl.la/ol7-culture-track-syllabus
https://docs.google.com/document/d/1P5aLWuKmRDa3Hdu0bbTtNaR4Mrzc2-CohjiIDcNHshE/edit
http://mzl.la/ol7-syllabus
https://docs.google.com/spreadsheets/d/1QLSizJEin7WWLEq3B9Kfnt3IDYJLhG131wAafIi9FHg/edit?usp=sharing
https://docs.google.com/document/d/131Kun0V8TWXn3uKpjEtsC-ea-Ubo3sAUroCCSgIQ14g/edit
https://drive.google.com/drive/folders/1H_BMbyUJOki6Icv0VOCPKjkqmS9_gyAd
https://drive.google.com/drive/folders/1vvWfNarVgTvPQWxBkPzXb06e7zovkMnF
https://drive.google.com/drive/folders/1hfoI9TaHndCIqJ7D8R9CTFgjFhJCal29
https://docs.google.com/document/d/1G_opVoiO1VXlfjs-xvbbHVaF97jZBE3DH-DWxAEqtT4/edit#heading=h.y6zs0ds1ty6g


Culture Track 
●​ Agendas (filled) 
●​ OL7 Syllabus (culture track) 

 

Mentor Training 
●​ Orientation 

○​ recording: https://youtu.be/06AIe0qtoUY 
○​ notes: https://goo.gl/4xosQe 
○​ Slides 

■​ OL6 feedback review 
●​ Mentor Training 

○​ Notes (both session 1 & 2) 
○​ Session 1: Understand common successes and challenges in mentoring OL 

participants. 
■​ Recording (option b) 
■​ Recording (option a) 

○​ Session 2: Mentorship skills (active listening, effective questioning, giving 
feedback) + GROW model 

■​ Slides 
■​ Recording: https://youtu.be/AOavNxPxZ7I 

Forms 
In some cases, I’ve made copies of the OL7 forms to remove response data. 
 

●​ Applications 
○​ OL7 Application 

●​ Reviewer Forms 
○​ 1st round review (OL6) 
○​ rubric 

●​ Registration 
○​ Mentor 
○​ Participants 
○​ Experts 

●​ Surveys 
○​ Mid-term (mentor, participant) 
○​ Final 

■​ Mentor 

https://drive.google.com/drive/folders/1E0shI7l6YfYexj3IHeuUsDsUZ-ieaCEz
https://mzl.la/ol7-culture-track-syllabus
https://youtu.be/06AIe0qtoUY
https://goo.gl/4xosQe
https://docs.google.com/presentation/d/1jokajj_VF0TpT84oXaZT1SB8BYW1uxIWd8HaHVsby7w/edit?ts=5c3cd5da#slide=id.g37695b23f5_0_10
https://docs.google.com/document/d/15KL-lonzsBtDh0yjXHO0Hql0veuaMshdc0QNFqIS_LQ/edit
https://drive.google.com/open?id=1YfnblAwbIIs_GVdTJS9bunQlFqml4Aqh
https://drive.google.com/open?id=1ZE2k7j8ZhWC5OdQA7a0mVt7Z8DDen2yj
https://docs.google.com/presentation/d/1Daffre746_tOIVnkXYKXv4mGqvTG_K0q8otY9g3ZNUc/present?token=AC4w5VhY73kbNmSX2mZtIHqEFcy7uYW-0Q%3A1537819199791&includes_info_params=1#slide=id.g1088c5b110_0_183
https://youtu.be/AOavNxPxZ7I
https://docs.google.com/document/d/1besk7TL8jdhWVoiB5VnUiD4x8t4XFNS3X3ff46X1X3E/edit?usp=sharing
https://docs.google.com/document/d/1FSBpcRZKo8wsrRi-CnPJnXsXG0RLQOygZg8AlBam9Ls/edit
https://docs.google.com/document/d/1k2mRpoILm0Fcdk4qTr3NQhKvTRdcbZtynZRDE1xzvsA/edit
https://docs.google.com/forms/d/e/1FAIpQLScW0LZll1Y7euQA7KjvBE-jDyi9WJ1Q9nLfcMjQZTADIs-C6Q/viewform
https://docs.google.com/forms/d/e/1FAIpQLScjiXrMkk58NVJwwQqxGFO3IwMji4vdAyAP2W3A4iWN2wnu5g/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSd-tigcAvXGeWiocPyRa6Q7_zg68sbzI4jQ4k1l3_MFXYOiMw/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSd2rZT2txrnvQdmJbSAtlj_X0hkV5Y4N2SdDAILAjxZ6pBlWQ/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSfuMdBqQFg2yiO_0WCwS-IOfQu0LbBiKTLxHpp6rcdcBapMgg/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSfgo6H5EMpGscqVg30bRcO1C3a2O0Xw8jHCBwb6litN0Xhj_w/viewform?usp=sf_link


■​ Participant anonymous 
■​ Participant stay in touch 

 

Zoom 
If you need a Zoom room at a recurring time, we can setup a meeting for you and share the host 
key. Email abby@mozillafoundation.org 

https://docs.google.com/forms/d/e/1FAIpQLSfgY4asGnVubKXYuyMw_QWDqE6EF0UEfXxljCW1iXWFIkjZTQ/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSeoJiyr6gH_41l8b734PR3ko0D9oWEFAmPJIec3gfMn1hcS0A/viewform?usp=sf_link
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