Email Communications Guidelines:

Email is a powerful yet limited resource for Amnesty International, and is most effective when it is timely, personal and focused.  In order to improve our email’s effectiveness, we are reducing the volume of email sent and will be working closely with programs to improve the copy and timing of emails.

VOLUME:

Typically, we send about 25 to 30 emails a month.  This volume will be reduced to 13-17 emails per month, not including emails we’ll need to send in response to any major crises (e.g. Burma, Pakistan). This number does NOT include: local event invitations, urgent actions
, Connect,
 bilingual emails, emails sent via ADS to volunteer leaders
. These 13-17 emails are broken down as follows:

60% Priority Campaigns = 6-7 total for all campaigns 

40% Non-Priority Level 2 = 3-4

Integrated fundraising and advocacy = 3 to 4 (usually 1 will be an action)

HRE newsletter = 1

Plugged In 2.0 = 1

Conference notices and youth = 0-2 
State Level Death Penalty Campaigns: We will send out one email total per state while the state is in session for the Death Penalty campaign.  This will not exceed 5 states in any one year.
Store emails: These will go out six times a year: once in Jan/Feb, once in Apr/May, once in July/Aug, and once in October, November and December.
Priority Campaigns: Michael Heflin will have the final say in how these are used. These emails will go to individuals who have self-selected to receive information about a certain campaign, or, have taken action in support of a campaign. The campaigns unit can trade between the priority campaigns, so that a campaign in high gear can take a larger piece of the 7-8 allotment. 

Exceptions to the 7 total e-mails can occasionally be made for narrowly focused emails that support offline mobilization and lobbying efforts. Even when there is a strong strategic rationale for adding an additional email - this may not always be possible - given the organizational need to weigh this rationale against other factors including ensuring that we are effectively managing our overall outgoing email. Any action that exceeds the 7 action limit must be approved by both the Managing Directors of the Campaigns and New Media Units prior to distribution.
Non-Priority Level 2: Vienna Colucci and Alex Arriaga will have final say in how these are used.  These emails would include advocacy on Level 2 projects as well as updates to specific networks. These will include a right-hand sidebar with space for 3 to 4 small blurbs + links to promote other programs and events.  This sidebar will also include a prominent link to an expanded list of available feeds. Vienna and Alex will also have the final say in what items get featured in the sidebar. Vienna and Alex will directly liaise w/ New Media to schedule emails or ask for space in a right sidebar.

Integrated fundraising and advocacy: Vivianne Potter will have the final say in how these are used.  These are full list emails.  Campaigns and programs in high gear are encouraged to reach out to see if these emails can focus on their issue. 

Conferences and Youth: Sarah Clark will have final say on these emails, but general guidelines follow: all conferences are allotted a maximum of two promotional emails, one “save the date” and then another closer to the event. Once someone registers, a conference coordinator can update registrants as needed. Youth projects should be promoted via Plugged In 2.0, the student blog as well as the new right hand column when appropriate, but can additionally have 1 email per month when necessary. 

Events: notices about local events that go out to less than 1,000 recipients can be scheduled as needed with Sherri Anderson.  You will need to fill out an event notification form online.  Sherri will then send an invitation to anyone on our events list within 20 miles of that zip code. We will only send one invitation per locale per week.

TIMELINE TO IMPLEMENT FEEDS: We’re already working on implementing the new feeds. We hope to have this entire system, including newly designed templates, easy to use web interface, and basic training one-pager, finished by the end of January.

EMAILS TO VOLUNTEER LEADERS: Emails that were previously sent via the ADS to volunteer leaders do not fall under these guidelines.  These guidelines only affect our online activists.

URGENT ACTIONS: these guidelines do not cover urgent actions.
PROCESS:
Emails will be scheduled by Michael Heflin, Vienna Colucci, Alex Arriaga, Sarah Clark or Vivianne Potter, or, a designated person on their team who can act as a liaison for their set of emails.  We encourage programs and campaigns to come up with their own process internally to insure the right emails get scheduled.

Once an email is on the calendar, the requesting campaign or program will need to submit the email template to their New Media liaison 96 hours (4 days) before the email is slated to go out.  The template will ask for:

1) Suggested email copy;

2) either a news angle, or an individual story that can highlight the issue in a personal manner; 

3) a suggested subject line and signer;

4) special considerations on who to target

5) Amnesty reports or authoritative documents that can be used as footnotes

We will use this template to tweak the suggested email copy.  This tweaked version of the copy will be delivered to the campaign or program 48 hours (2 days) before the email is set to go out.  The campaign or program has 24 hours to turn this around and approve it.  New Media will then build and test the email, and send a test to the campaign or program if a test is requested.

EMERGENCIES:
Oftentimes, events make it impossible for us to follow the above process.  In cases of emergencies, please contact Steve Daigneault to explain the situation, and a plan will be worked out.

�Special program that has been inexistence for 25 years, this is a global program where we alert subscribers of individuals who have been wrongly detained that day.  This is our first, immediate response to these individuals.  If the action remains for more than just a few days/weeks, it becomes a longterm case (which is subject to the campaign email guidelines below).


�Super small enewsletter that goes to volunteer leaders only.


�Group officers and similar volunteer leaders.





