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Convio Welcome Series Guide
Your Information
	CLIENT
	[Insert your organization’s full name]


	SHORTNAME
	[Your Convio short name]




Submission Instructions
 (
Send this completed form
 and any questions
 to 
getready@convio.com
 
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.
Your subject line should contain your organization’s Convio short name, the word
s
 “
Welcome Series
”, and your content submission date.  For example:  AHS – 
Welcome Series Guide
 – 
5/8/2012
.  If you submit your content multiple times prior to a deadline, all but your most recent submission will be ignored.  
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.
)
Welcome Series Overview
The Welcome Series email campaign will consist of two emails that are sent to all new constituents who register on your Convio-powered site. The first of these two emails will be the Personal Greeting from the Executive Director of your organization. The second email message will highlight ways to get involved to encourage your online constituents to take additional actions to support your mission. 

For some examples of Welcome Series messages, see this post on Community:
http://community.convio.com/t5/Welcome-Series/Welcome-Series-Examples/td-p/38182 

The following chart shows the welcome series message flow and user interactions.

 (
Individual goes to your website and registers via 
either email
 sign up, survey, donation or some other interaction on a Convio form.
User is prompted via the second message to spread the word virally, via Twitter, Facebook and Email Tell-A-Friend.
Within the first week of registering, user receives welcome series message #1, welcoming them to your community.
Within the first week of registering, user receives welcome series message #1, welcoming them to your community.
Online Registration
Msg
 #2 – Get Involved
Sharing
Msg
 #1 - Welcome
)
 (
Audience
 Best Practice: 
 
If your list hasn’t been messaged regularly (or never before), send your welcome series to the entire list initially and send to only new registrants thereafter. If you do regularly message your list, sending the welcome series to past registrants is not recommended. 
Note: If you choose YES, both messages of the welcome series will be sent to your whole list on the initial send.
)







	SEND TO WHOLE LIST?
	[Enter YES or NO]



Welcome Series Message #1
The content for this letter should be a personal note from your Executive Director announcing the new online initiatives that your organization is planning. This letter will begin to build interest in the types of communication that your constituents can expect to receive from you in the future. This letter should be written in the first person in the voice of your Executive Director or another well-known spokesperson. It should convey warmth and a personal interest in the supporters who are reading this letter.  

You want to entice your constituents to keep their eyes open and ready for the next email that will come from your organization. If you find yourself hunting for topics, try highlighting your past successes and then pull attention to your organization’s efforts to grow. Don’t forget to include URLs you want to link to from your message.

Executive Director Photo
Your images should be resized to no more than 160 pixels wide by around 200 pixels tall. This image will be used in both welcome series messages.

Typically the Executive Director photo will be a head shot photograph of the Executive Director. If your organization doesn’t have a head shot, then consider cropping a photograph that has a good image of your Executive Director.  A professional, studio photo projects a more polished or serious brand. An informal photo in a context that conveys your mission (outdoors, at a service facility) can project a more youthful or casual brand.

	MSG #1 SUBJECT LINE
	[Enter your subject line here]
Requirements - 60 Characters or less (approximately 10 words)

	SENDER’S NAME

	[Your organization’s general email address]
(HINT: Constituent replies and out-of-office notifications go here, so a general address is preferred)

	SENDER’S EMAIL ADDRESS
	[Your Executive Director, CEO, or just the name of your organization]
(HINT: Your sender should be generic or the same name as the signature.)



 (
Organization Banner
Your logo
/branding
 and image will go here, with a link to your homepage, t
ell-a-
friend and donate. 
Banner Dimensions: 595 
px
 wide by 100 
px
 tall
*If you choose to provide your own banner, it must meet the dimension requirements
)
	




	Thank you for your interest in [organization's name]. With your support, you will help us [organization's mission]. Because of friends like you, [organization's name] is able to: 
1. Bullet point 1
1. Bullet point 2
1. Bullet point 3
As a new subscriber to [organization's name]’s e-News, you can stay up-to-date with our latest news, events and opportunities to be involved. You can also follow us on Facebook and Twitter and ask your friends and family to do the same! 

We look forward to sharing valuable news and information with you, and helping you identify ways to get involved -- so we can [insert description of your organizations continued efforts]. 

Warmest regards,

[Executive Director's Signature]

Executive Director
Organization Name
	 (
Your image here
Attach your resized image to your submission.
Should be no more than 
200
 
px
 wide
)           




[image: ]
Sidebar Headline #1
Aliquam sollicitudin, nisi non sodales semper, est ante facilisis nibh, at tincidunt nunc dolor quis velit. Learn more 

	[image: ] Unsubscribe    |    Forward to a Friend    |   Visit our web site  |  Donate
[Your mailing address here]
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Welcome Series Message #2
The content for this letter should highlight the opportunities that are available for your constituents to support your organization’s efforts.  It’s important to provide links back to your site or directions on how they can take action.  Make sure that the different opportunities have some variety to appeal to a wide range of individual interests.

Examples:
· Make a Donation:  Your financial contributions help fund our programs and make our work possible.  Donating has never been easier!  Use this link to visit our site and make an online donation today:  Donate Now >>

· Stay Informed:  Visit our website for the latest news.  We keep our website up to date with information about key issues affecting our patients’ rights:  Explore our website >>

· Get Involved:  Mark your calendars! Our special events are great ways to support our mission and get involved:  View our upcoming events >>

· Spread the word:  You can tell your friends and family about the great work we’re doing to protect patients’ rights!  Share a message via Facebook, Twitter or Email to your friends that the AHS needs their support today.  

                                                             
Spread the word links
These share links will point to a viral specific page with simple embedded registration survey (First name, last name, email).  Forward email to a friend will be its own email message which will also require some basic copy. Fields to provide that copy are supplied later in this document.

	MSG #2 SUBJECT LINE
	[Enter your subject line here]
Requirements - 60 Characters or less (approximately 10 words)

	SENDER’S NAME

	[Your organization’s general email address]
(HINT: Constituent replies and out-of-office notifications go here, so a general address is preferred)

	SENDER’S EMAIL ADDRESS
	[Your Executive Director, CEO, or just the name of your organization]
(HINT: Your sender should be generic or the same name as the signature.)




	

 (
Organization Banner
Your logo
/branding
 and image will go here, with a link to your homepage, t
ell-a-
friend and donate. 
Banner Dimensions: 595 
px
 wide by 100 
px
 tall
*If you choose to provide your own banner, it must meet the dimension requirements
)





	Thank you for signing up to be a part of our online community. We are excited that you want to to become involved and learn more about how you can make a difference in our mission to [insert mission here]. There are now more ways than ever to become involved with [organization's mission]. Here are just a few simple steps you can take to be more involved: 
1. Share this with friends
1. Volunteer
1. Host a fundraising event
	We need your help to tell more people about our work and increase the number of people to whom we can tell our story. Choose your preferred way to share below and spread the news that you joined [organization name] online community.

	[image: Facebook]  [image: Twitter] [image: TAF Link]




Thank you, again, for your support. We look forward to hearing from you and getting to know you better as a member of our community. 

Warmest regards,
[Executive Director's Signature]

Executive Director
	    




John Smith
Executive Director

THANK YOU 
Include a special thank you note from the desk of the executive director. Ways to get involved»

[image: ]
Sidebar Heading #1 
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec eu magna. Learn more»

	[image: ] Unsubscribe    |    Forward to a Friend    |   Visit our web site  |  Donate
[Your mailing address here]
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Additional Instructions
	ADDITIONAL INSTRUCTIONS
	[Enter Additional Instructions here]
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