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                   NETCOMMUNITY REQUEST - Blast Email
University Advancement Staff only

Submit this completed form with all content to:  REHelp@seattleu.edu
	Date of request: the date the form with content is submitted to REHelp
                   
Requested delivery date:   date submitted plus minimum 10 full business days

	NOTE:  Estimated delivery date is ten full business days after receipt of all content and information necessary to complete request.   Advancement Services cannot guarantee timely completion of request if provided less than ten full business days for processing.


Requestor information   
	Department/School: example- Alumni Relations
	Email address: example- krucyc@seattleu.edu


	Name: example- Clementine Kruczynski

	Extension: example- x1234



Required information for blast emails [all fields are required]
	NOTE:  All proofreading is the responsibility of Requestor.  

 FORMCHECKBOX 
 I have submitted a data request for the distribution list for this message.

	For your convenience, we have the following templates available for your text.  Please mark below which template you’d like to use:


	 FORMCHECKBOX 
 bottom logo version 
[image: image1.jpg]TITLE or EVENT NAME

subtitle or event date/details

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer blandit mi nec nis! luctus sed
lobortis risus dapibus. Donec scelerisque magna non erat ornare eleifend. Phasellus placerat, diam
ut accumsan mats, ante diam rutrum elit, non iaculis magna velit ut massa. Donec scelerisque
bibendum diam. Duis varius nisi eu arcu dapibus elementum. Suspendisse euismod neque eu dui
lacinia gravida. Maecenas lobortis ante eget eros ultricies sodales. Aenean vel massa vitae dolor
vehicula venenatis. Ut iaculis venenatis bibendum. Mauris sed rhoncus urna. Proin suscipit, tellus
nec placerat suscipit, metus est feugiat leo, eget dapibus augue odio a ipsum. Donec pul
tellus id diam commodo sagittis. Nam iaculis suscipit urna, non malesuada leo vestibulum at.

Sed tempor lacus vitae massa adipiscing non molestie diam dignissim. Proin et enim dui, at
dapibus metus. Pellentesque faucibus tellus nec lacus malesuada adipiscing. Aenean tempor

i sum, sit amet vehicula mauris viverra vel. Suspendisse in rutrum justo. Phasellus faci

porta justo nec accumsan. Mauris cursus, metus et ullamcorper consectetur, diam est luctus eros,
quis tincidunt lectus eros a orci. In hac habitasse platea dictumst. Morbi eget dui justo. Nam quis
eros nibh. Nullam posuere magna at nisi lacinia a porttitor lectus congue. Donec eget diam non

el scelerisque id nec est. Proin metus augue, euismod ac tristique eget, porttitor nec urna.

Cras ac enim turpis.
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer blandit mi nec nis! luctus sed
lobortis risus dapibus. Donec scelerisque magna non erat ornare eleifend. Phasellus placerat, diam
ut accumsan mats, ante diam rutrum elit, non iaculis magna velit ut massa. Donec scelerisque
bibendum diam. Duis varius nisi eu arcu dapibus elementum. Suspendisse euismod neque eu dui
lacinia gravida. Maecenas lobortis ante eget eros ultricies sodales. Aenean vel massa vitae dolor
vehicula venenatis. Ut iaculis venenatis bibendum. Mauris sed rhoncus urna. Proin suscipit, tellus
nec placerat suscipit, metus est feugiat leo, eget dapibus augue odio a ipsum. Donec pulvinar
tellus id diam commodo sagittis. Nam iaculis suscipit urna, non malesuada leo vestibulum at.

Sed tempor lacus vitae massa adipiscing non molestie diam dignissim. Proin et enim dui, at

dapibus metus. Pellentesque faucibus tellus nec lacus malesuada adipiscing. Aenean tempor

um, sit amet vehicula mauris viverra vel. Suspendisse in rutrum justo. Phasellus faci
porta justo nec accumsan. Mauris cursus, metus et ullamcorper consectetur, diam est luctus eros,
quis tincidunt lectus eros a orci. In hac habitasse platea dictumst. Morbi eget dui justo. Nam quis
eros nibh. Nullam posuere magna at nisi lacinia a porttitor lectus congue. Donec eget diam non

el scelerisque id nec est. Proin metus augue, euismod ac tristique eget, porttitor nec urna.

Cras ac enim turpis.
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ng elit. Integer blandit mi nec
luctus sed lobortis risus dapibus. Donec scelerisque magna non erat ornare eleifend.
Phasellus placerat, diam ut accumsan mattis, ante diam rutrum elit, non iaculis
magna velit ut massa. Donec scelerisque bibendum
dapibus elementum. Suspendisse euismod neque eu dui
lobortis ante eget eros ultricies sodales. Aenean vel massa vitae dolor vehicula
venenatis. Ut iaculis venenatis bibendum. Mauris sed rhoncus urna. Proin suscipit,
tellus nec placerat suscipit, metus est feugiat leo, eget dapibus augue odio a ipsum.
Donec pulvinar tellus id diam commodo sagittis. Nam iaculis suscipit urna, non
malesuada leo vestibulum at.

Sed tempor lacus vitae massa at
dui, at dapibus metus. Pellentesque faucibus tellus nec lacus malesuada adipiscing.
Aenean tempor tristique ipsum, sit amet vehicula mauris viverra vel. Suspendisse in
rutrum justo. Phasellus facilisis porta justo nec accumsan. Mauris cursus, metus et
ullameorper consectetur, diam est luctus eros, quis tincidunt lectus eros  orci. In hac
habitasse platea dictumst. Morbi eget dul justo. Nam quis eros nibh. Nullam posuere
magna at nisi lacinia a porttitor lectus congue. Donec eget diam non el
scelerisque id nec est. Proin metus augue, euismod ac tristique eget, por
urna. Cras ac enim turpis.
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	 FORMCHECKBOX 
 I have attached a Word file of the text for the message.   Note: We cannot use pdf or Publisher files.  

	

	Email subject line text:  example- You’re Invited!

	Email sent from which Dept/individual display name: example- Seattle University Office of Alumni Relations       

	Email sent from which Dept/individual email address: example- department@seattleu.edu

	Replies should be forwarded to which email address: example- departmentRSVP@seattleu.edu
[note: Some replies may be automatically forwarded to the Sender address provided above. This function is not programmable within NetCommunity.]

	Reminder email 
 FORMCHECKBOX 
 Please resend this email as a reminder on the date you'd like the reminder email sent
[note: Reminder emails are exact copies of the original, with the words “A Friendly Reminder:” added to the beginning of the original subject line.  There will be no test messages sent, and no advance notification.  We will send the same content to the original distribution list on the date requested.  Any changes to content or distribution would require a new Email Blast Request to be submitted.]



	Test group members: 
A test email will be sent to test group members for approval before the actual blast email is sent.  Prompt review/approval by requestor will ensure delivery date is met.  The test group should consist of any stakeholders, and is best served by including a variety of email account system addresses [i.e., Google Mail, Outlook, Yahoo, MSN, etc.].   Email formatting is affected by browsers/email providers in different ways, so it’s best to check for issues across as many platforms as possible. The email blast requestor is responsible for coordinating cross-email provider testing.


	Display Name
	Email Address

	Lead [final approver]: example- Clementine Kruczynski
	example- krucyc@seattleu.edu

	example- Waylon Smithers
	example- smithersw@seattleu.edu

	example- Gordon Sims
	example- stakeholder2@yahoo.com

	example- Clementine Kruczynski
	example- departmenthead@gmail.com

	     
	     

	     
	     

	



*Please note* - NetCommunity Blast Email Guidelines 

To maintain quality relationships with our constituents it is important that Colleges/Schools/departments work through Alumni Relations to coordinate emails, and refrain from distributing mass emails directly to our alumni and supporters.  Advancement Services may adjust timing to avoid sending multiple Seattle University emails on the same date.
All email blasts will be sent in accordance with anti-spam laws. Constituents may ask to be removed from the communications.  Each email has links to a communications preferences form [allowing full opt out], and to Seattle University’s privacy policy.  Replies with “remove me” or “unsubscribe” or similar must be responded to promptly and honored in accordance with our privacy policy, by forwarding to BioUpdates@seattleu.edu within one week from email send.   
Advancement Services is not responsible for content as provided.  


Any errors or misinformation are the responsibility of Requestor, so please proofread carefully
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