Yale Finance & Business Operations Message Request Intake Form

To ensure that email messages are clear, concise, easy for recipients to act on and written in a consistent voice, the FBO Communications & Planning group has established new procedures for developing and distributing broadcast messages to Finance & Business Operations audiences.  The first step in the new process will be to use this form to develop your email message. Please send this form and your message content to your communications liaison who will help craft, edit and publish the message. You will also be prompted to consider alternative channels for communicating your message.

	GENERAL INFORMATION


	Today’s date: November 11, 2009

	Distribution timeframe:
	 FORMCHECKBOX 
 ASAP (Disruption of service / high risk / urgent notice)

 FORMCHECKBOX 
 24 – 48 hours (Forecasts / time sensitive reminders)

 FORMCHECKBOX 
 2 – 5 Business days 
 FORMCHECKBOX 
Other – Send message on this date:      

	
	Is a reminder message required?   FORMCHECKBOX 
 YES      FORMCHECKBOX 
  NO    If yes, date:      

	
	Requestor
	Functional Business Owner 
(if different from requestor)
	Contact for more information

	Name: 
	     
	     
	     

	Department:
	     
	     
	     

	Phone:
	     
	     
	     

	Message Approval – Testing Phase

	Has message been approved:
	 FORMCHECKBOX 
 YES      FORMCHECKBOX 
  NO      APPROVED BY:      

	Test message recipients:
	     
	     

	
	     
	     

	
	     
	     

	Is heads-up notification to stakeholder groups required:
	 FORMCHECKBOX 
 NO 
	 FORMCHECKBOX 
 YES, REQUIRED, Specify:      

	MESSAGE STRUCTURE

	Address information

	TO:
(Descriptive text of target audience)  
	

	FROM: 

(Must be a real person; business or process owner) 
	Name:      
Email address:      

	SUBJECT:
(Short, descriptive and attention-getting)   
	     

	REPLY TO EMAIL ADDRESS:   
	Name:      
Email address:      

	Target audience(s):
(Add list names [if known], such as ORA Staff, BOLT)
	     

	Attachments:
	 FORMCHECKBOX 
  NO     FORMCHECKBOX 
 YES, provided by      

	Purpose: Know, Feel, Do

	What would you like your readers to know, believe, remember:
	     

	Do (what action to take, 
by what date):
	     

	How do you want your readers to feel:
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