CAS MARKETO EMAIL BUILD WORKFLOW

For newsletters requiring audience development and e-mail building, submit a Project Inquiry Form eight weeks before the

desired send date.

Submit Project
Inquiry Form

For newsletter builds only.
For approvals, e-mail Digital
Comms Steward.

8 weeks before send/event

Not in scope™* / No
capacity to support

Marcomm will work with
requester to find alternate

MarComm
Leaders Meeting

PIFs reviewed every two
weeks to determine if we
can support

Approved,
assigned to Digital
Communications
Steward (DCS)

DCS works with Marcomm
to determine if audience

Project is added to
calendar, moves to
active status

DCS works directly with
department contact.
Establish timeline with

support/resources ence
or content consultation is all stakeholders/approvers.
needed
Add 1 week for first-time/
complex builds
Alternate support/ Provide content

E-mail build and audience
creation will only begin after
all content and audience
criteria are submitted

resources include:

+  Templates/toolkit
+  UMAC

Email Build Audience Development

Allow a total of 14 business days

Allow a total of 17 business days

DCS requests mailing list

New or refreshed list = 7 business days
Existing list with no changes = 2 business days

DCS builds initial draft
All content must be finalized & complete
Allow 5 business days after providing all content

Department reviews initial draft
Primary Contact provides feedback
in a single email
Returned within 2 business days

Department reviews mailing list
Primary Contact provides aggregated
feedback from all relevant stakeholders
in a single email
Approved within 5 business days

DCS incorporates feedback
into 2nd draft

Allow 3 business days

DCS appends final list to newsletter

Allow 2 business days

All stakeholders
review 2nd draft
Primary Contact provides feedback
in a single email
Returned within 3 business days

DCS incorporates feedback
into final draft

Allow 2 business days

Department reviews final draft
Primary Contact approves newsletter and
provides finalized send date/time
Returned within 2 business days

DCS schedules newsletter to be sent

*An in scope project is defined as a project that has a direct connection to either a development or student communications priority and is primarily
completed by the College of Arts & Sciences Marketing and Communications team.



