FINANCE & BUSINESS OPERATIONS
COMMUNICATIONS PROCESS ot revised: 11/11/08

FOR THOSE WISHING TO SEND BROADCAST EMAIL TO A FINANCE OR BUSINESS OPERATIONS AUDIENCE
individual whose name will appear in the from field

- —>-
Note: the Messaging team will forward
any message that directly affects the ‘
business operations community to the

Business Operations Leadership team Revise the message request form and submit it as y )
(BOLT) for a 24 hour preview whenever an attachment along with the text of your message >‘ ourmessage s ’

Download the Message Request form at
www.yale.edu/its/forms/message_request.html

Complete the Message Request form and draft
your message using the form as a reference

Consult with University

Messaging staff to find
another outlet for the
information

Vetting
Gain explicit approval for the message text from the

possible. to univ-messages@yale.edu




