Convio Common Ground


Convio eNews Guide for American Lung Associaiton Shortened Version
Your Information
	CHARTER
	[Insert your organization’s full name]


	CENTER
	[Your Convio Center name]




 (
Send this completed form to 
getready@convio.com
 
Your subject line should contain your organization’s 
Convio
 short name, the word “
eNews
 Guide”, and your content submission date. For example:  
ALAUM
 – 
eNews
 Guide – 4/13/201
2
. 
Please note that if you miss your submission deadline, submit an incomplete document, or if the subject line of your email submission is not clear, production could be delayed or canceled.
You should receive a confirmation of your submission within one business day. If you do not receive a confirmation, please check in with us. You should receive a test message that contains your content within five business days.
)Submission Instructions

Sender’s Information
	SENDER’S EMAIL
	[insert your organization’s general email address]
(HINT: Constituent replies and out-of-office notifications go here, so a general address is preferred)

	 (
Subject Lines Best Practice:
 If a constituen
t only reads the subject line, 
what would you want him or her to know?  Since this is a regular communication, use part of the subject line to build familiarity with your newsletter and another part to communicate a “teaser
”
 
that is most important/relevant.
)SENDER’S NAME

SUBJECT LINE
	[insert your Executive Director, CEO, or just the name of your organization]
(HINT: Your sender should be generic or the same name as the signature.)

[enter your subject line here]
Requirements - 60 Characters or less (approximately 4-5 words)



Create your eNews
Add your content to the eNews template following to help you visualize what the message will look like when sent to your constituents.  Keep in mind that we cannot make substantial changes to this template – what we build for you may not be an exact match of your work. Don’t forget to include your article links in the content! 
 (
Organization Banner
Your logo
/branding
 and image will go here
, with a link to your homepage, t
ell-a-
friend and donate
 and 
Facebook
 share link/icon
. 
Banner Dimensions: 
595 
px
 wide by 100 
px
 tall
*If you choose to provide your own banner, it must meet the dimension requirements
)
	




	Org Name | Month 2011
Main Article Headline
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse tempus, nibh at facilisis sollicitudin, metus nisi lacinia mauris, vel ornare dui lectus eu lacus.
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse tempus, nibh at facilisis sollicitudin, metus nisi lacinia mauris, vel ornare dui lectus eu lacus. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse tempus, nibh Image at facilisis sollicitudin, metus nisi lacinia mauris, vel ornare dui lectus eu lacus.
[image: 220px]Learn more »» [Insert URL]

	 (
Your image here
Attach your resized image to your submission.
Should be no more than 150 
px
 wide
) (
Content: Approx 30 words – 
Lorem
 I \
psum
 dolor sit 
amet
, 
consectetur
 
adipiscing
 
elit
. 
In 
facilisis
 
vehicula
 
risus
.
 
Pellentesque
 ac.
 
Learn more 
»
 (Insert URL)
)[Secondary Headline 
Secondary Headline Line 2]

	






            
Article 


	[image: ]


	[image: ] Unsubscribe    |    Forward to a Friend    |   Visit our web site  |  Donate
[Your mailing address here]
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	SEGMENTS TO SUPPRESS
	Requirements –  pre-existing group segmentation defined in your Constituent360 database  

The Convio group names you provide here must match the groups/segments that you defined in your Convio Go! Data Management Guide.  Alternatively, you may manually create and populate groups in your Constituent360 database and provide the names of those groups here.

[Enter group/segment names here]


	
	

	
	

	OTHER INSTRUCTIONS
	If you have additional information or instructions, please describe them here.  While we cannot accommodate all requests, we will do our best to meet your needs.  

If this is your first time submitting eNews content and you would like your online communication to compliment an offline newsletter program, please attach a recent offline newsletter (or include a link) and provide any related instructions here.

[Enter comments here]


	
	

	
	


 (
Segmentation Best Practice: 
 
Most organizations with small (
under
 10K) email lists have 5 or fewer key segments initially.  This often includes segments like donors, major donors, volunteers, board members, event participants, etc. Most of your supporters should receive your 
eNewsletter
.
If, however, you intentionally do not want to send this message to certain segments and you have already identified these segments as groups in 
Convio
, please list those groups here.
)Groups & Special Instructions
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Attach your resized

image to your
‘submisson.

Should be no more than
200px by 200px
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