FOR THOSE WISHING TO SEND BROADCAST EMAIL TO A FINANCE OR ADMINISTRATION AUDIENCE

Last revised: 9/24/08

Broadcast email not appropriate

- Announcing good news, no action required-- consider a newsletter story
- Issues requiring much conversation-- meeting probably more appropriate
- Audience too broad for targeted email communication

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

NO Consider whether email

Consult with University
Messaging staff to find

another outlet for the
information

Note: the Messaging team will forward
any message that directly affects the
business operations community to the
Business Operations Leadership team
(BOLT) for a 24 hour preview whenever
possible.

is the appropriate
medium

YES ——»

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

Vetting
Gain explicit approval for the message text from the
individual whose name will appear in the from field

Revise the message request form and submit it as

an attachment along with the text of your message
to univ-messages@yale.edu

Broadcast email is appropriate

- Time Sensitive

- Emergency Message

- Interruption in systems or services

- Action Required

- Major Structural or Operational Change
- High Stakes Announcement

Your message is
sent




