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Learning GoalsLearning Goals

►Understand the differences between Understand the differences between 
different types email messagesdifferent types email messages

►Design for functionDesign for function
 Action AlertAction Alert
 FundraisingFundraising
 NewsletterNewsletter
 EventsEvents
 Coordinated Simultaneous EventCoordinated Simultaneous Event



Email CompositionEmail Composition

►Action AlertsAction Alerts
 When giving directions make sure to give all the When giving directions make sure to give all the 

directions that will make the action successful directions that will make the action successful 
 Bullet/number action stepsBullet/number action steps
 Place NO directions in a narrativePlace NO directions in a narrative

 Have someone  follow the directions in the email Have someone  follow the directions in the email 
before you send itbefore you send it

 Give options and mechanisms to track if people Give options and mechanisms to track if people 
are doing the actionare doing the action



Email CompositionEmail Composition
►Example: “Call In” ActionExample: “Call In” Action

 Name and contact information for representative Name and contact information for representative 
or targetor target
 The time frame when calls are acceptableThe time frame when calls are acceptable
 How long the action goes for (day, week, month...)How long the action goes for (day, week, month...)

 One sentence message summaryOne sentence message summary
 Brief talking pointsBrief talking points

 Link to full call script or extended talking pointsLink to full call script or extended talking points

 Link to report about phone call or meetingLink to report about phone call or meeting
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Email CompositionEmail Composition

►FundraisingFundraising
 Make your ask often and earlyMake your ask often and early
 Develop goals and give updates as you work to Develop goals and give updates as you work to 

achieve those goalsachieve those goals
 Communicate how $$ will translate into Communicate how $$ will translate into 

resultsresults
 Create and emphasize a sense of Create and emphasize a sense of 

communitycommunity
 ““If everyone gives $5 we can...”If everyone gives $5 we can...”

 Personalize tone: must be from “someone”Personalize tone: must be from “someone”
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Email CompositionEmail Composition

►NewsletterNewsletter
 Include a table of contentsInclude a table of contents
 Keep it well-formatted, well-sectionedKeep it well-formatted, well-sectioned
 Employ short introductionsEmploy short introductions

 Links to full articlesLinks to full articles

 Maintain regular delivery scheduleMaintain regular delivery schedule
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Email CompositionEmail Composition

►Live EventLive Event
 Make sure that you include all the info that people Make sure that you include all the info that people 

need:need:
 Date, time, location, directions, map linkDate, time, location, directions, map link
 Purpose and costPurpose and cost
 Phone number to call for more infoPhone number to call for more info
 RSVP info, link to registration pageRSVP info, link to registration page
 Appropriate fundraising “hook”Appropriate fundraising “hook”

 No reason to announce an event if people do not No reason to announce an event if people do not 
have the info to attend ithave the info to attend it
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Email CompositionEmail Composition
►Coordinated Simultaneous EventCoordinated Simultaneous Event

 Provide links toProvide links to
 Find EventFind Event
 Host EventHost Event
 RSVP for eventRSVP for event

 Include links to downloadable signs and materialsInclude links to downloadable signs and materials
 Provide local press release template and local Provide local press release template and local 

press contactspress contacts
 Allow supporters to post report-backs and imagesAllow supporters to post report-backs and images



SummarySummary

►Different types of email messages require Different types of email messages require 
different content and designdifferent content and design

►Design for functionDesign for function
 Action Alert: Clear directions, tracking supportAction Alert: Clear directions, tracking support
 FundraisingFundraising
 NewsletterNewsletter
 EventsEvents
 Coordinated Simultaneous EventCoordinated Simultaneous Event



End Of SectionEnd Of Section

►Questions?Questions?
►Comments?Comments?

Thank You!Thank You!
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