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WELCOME TO THE
INSIDE ARTSCI ROUNDTABLE

 Welcome new colleagues and guests
 Outline of the Agenda:

– New Admin Gateway Resources
– Marketo Newsletter & Event Build Process
– Outlook vs. Marketo
– Sourcing Content and Assets
– Annual Appeals
– Accessibility Guidelines
– Key Takeaways & Next Steps
– PIF Awards
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ANNOUNCEMENTS

 THANK YOU for your help with more 
than 40 student letters!
 The College's new website has 

launched!
– https://artsci.washington.edu/

 Marcomm Onboarding Modules Oct 
19 and 26
– Email asinfo@uw.edu to be invited

 Deadline for end-of-year appeal and 
winter newsletter sends is Oct 1
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https://artsci.washington.edu/
mailto:asinfo@uw.edu


NEW ADMIN GATEWAY 
RESOURCES
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Presentation Notes
(Wendelin) Good morning all! I’m Wendelin Dunlap, the Digital Communications Steward for CAS. ​
(Safiya) and I am Safiya Bansfield, the Digital Communications Coordinator for CAS. ​
​
(Wendelin) Welcome to today’s roundtable, we are so excited to present a high-level overview of the new admin gateway resources that we refer to as a toolkit. ​
​
Next week, we will send you and email with this slide deck and link to the full admin gateway toolkit which will contain:​
This roundtable video broken into self serve sections
other resource videos 
one pagers that provide more in-depth details about the various topics.​
​
All of this will help us work together to prepare fabulous digital communications for your departments.​




Marketo Newsletter
Build Workflow

Presenter
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We’ll begin with the Marketo Newsletter Build Workflow.
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For some of you this is brand new information - Others have heard this before.  

But, there have been a few changes since Safiya joined me to create the new Digital Communications Team (DCT). I will be highlighting recent changes.

This section of the roundtable is for people who have us build their newsletters - approvals work differently.

The process still begins with you submitting a Project Inquiry Form that we call a PIF at least 8 weeks before the date that you wish to send your newsletter. 

Each week we meet to see:
1. What PIFs have come in.
2. Assess whether they have a direct connection to an advancement or student communications priority.
3. If yes, then we find a time on our schedule. If no, then we direct folks to other resources – such as our toolkit or creative commons.

When it gets added to our calendar, Safiya will reach out to you with your scheduled send date and content due date. 

Next, you provide your content.
Your newsletter build and audience creation will only begin after all content is received.
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You will always be a partner in your newsletter build progress.

Each time we send you a draft, we ask that you designate a single primary contact who complies all change requests into a single email.

Once you approve the final draft, we set it to send.

We will dig into more about audience criteria later today.






Project Inquiry Form (PIF)

1. You don’t have to wait until 8 weeks before your send date to PIF.
2. Yes, you can PIF multiple requests at a time.
3. But, we can only build one newsletter or appeal each quarter in the 

academic calendar.
4. You don’t need to have any content to submit a PIF.
5. PIF early to secure your space!

1. Appeal PIF Deadline – Oct 1st
2. Winter Quarter PIF deadline – Oct 1st
3. Appeal Content deadline – Nov 1st

6. Submit your PIF Today!
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Here is more information about our PIF process

4. You just need to know that you think you might want to send something by a specific date. 

5. We currently support 38 clients so we do book up and the earliest bird gets the worm.

Here are some upcoming deadlines



When to use Outlook 
vs. Marketo
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When to use Outlook vs. Marketo

Recently we have received several questions from departments who are understandably frustrated with the 8-week lead time for Marketo sends.

Usually folks ask - Can I just send a quick Outlook email to my Marketo newsletter audience?





Three Types of Email Messages

 Broad-based Communication/Solicitation - usually sent to a large audience
• Newsletters
• Event announcements/invitations
• Appeals

 Transactional/Relationship – usually sent to one person
• Thank you for your donation
• Personal invite or stewardship

 Operational – sent to communicate crucial information
• Event reminders, updates (once registered)
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Well, it’s complicated because there are three…



Two Types of Audiences

 Internal – listservs with Outlook
• Current Students
• Faculty
• Staff

 External – lists from Advance with Marketo
• Current students/Faculty/Staff
• Donors
• Alumni
• Other departmental constituents
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And, there are two types of audiences





CAN SPAM Act

 This act applies to anyone who sends email communications
 Each separate violation of the CAN-SPAM Act is subject to penalties of 

up to $43,792
 It is mostly enforceable against

 Broad-based Communications/Solicitation messages
 Sent to large audiences
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Why am I telling you about this? Let me introduce you to the CAN SPAM Act of 2003.






CAN SPAM Act compliance requirements

1. Don’t use false or misleading To/From/Reply email addresses

2. Don’t use deceptive email subject lines

3. Identify the purpose of the message. 

4. Tell recipients where you’re located

5. Tell recipients how to opt out of receiving future email from you

6. Honor opt-out requests promptly.
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Some of the CAN SPAM Act compliance requirements are simple and straight forward like the first three…

3. Identify the purpose of the message. – which is easy to do - Join us for an event or Announcing new courses for spring quarter

Others can be unexpected–

4. Tell recipients where you’re located means that your message must include a valid physical mailing address where folks can send you a letter asking to be removed from your email list
5. Next, You must include a clear AND conspicuous way to opt-out of future messages. 
6. Then you need to
Honor a recipient’s opt-out request within 10 business days.
Additionally, you need to be able to process opt-out requests for at least 30 days after each email that you send
Finally, you need to store opt-out requests for all future Broad-based Communication or solicitation emails that you send to that list



Digital Accessibility Lawsuits
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And digital accessibility lawsuits against institutions of higher ed have been increasing.

We work really hard to make all of our communications sent with Marketo and Cvent as accessible as possible. In partnership with UW IT Accessiblity and Central, we have gotten quite far – the newsletters and event invitations that we send 90-95% accessible.



Recap – When to use Outlook vs. Marketo

 Outlook
 Small focused groups
 Internal audiences
 Transactional or Operational emails

 Marketo
 Broad-based Communications/Solicitation emails
 External audiences
 Large audiences
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To recap, you can use outlook for 
Small focused groups
Using internal audience listservs
Or for FLF who send Transactional or Operational emails – such as boutique event invitations and thank you notes

We use Marketo to keep departments out of trouble when sending broad-based communications or solicitations to large external audiences

Because…
1. We built all CAN SPAM and Accessibility requirements into our Marketo templates
2. Marketo collects and stores unsubscribes from any communication

Show pict

And, number 3 - we are trying to protect you from litigation



What if I need to get an important message out 
ASAP?

 Determine what type of message it is and who really 
needs to receive it
 Consider sending an Outlook email to internal 

audiences
 Reach out to Frontline Fundraisers if the message is 

relationship-based
 Email asinfo@uw.edu for more information on posting 

to CAS social media
 If you have any more questions about when to use 

Outlook vs. Marketo email asinfo@uw.edu

Presenter
Presentation Notes
Consider using social media

We will do our best to facilitate any urgent requests



Content Creation
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(Safiya) Next up we have content creation. Assembling content that is compelling, easy to read, and digestible is key to creating a newsletter that garners engagement and interest from your audience. Over the years, while working with IT accessibility, we have compiled the best practices for building a newsletter to do just this. 




Sourcing your Content

 Review your department's existing communications and happenings
– New faculty hires
– Faculty, staff, or student awards and other accomplishments
– New programs within the department
– Students or faculty featured in the news
– Upcoming events

 Repurpose what's already been written/created
– Our Stories on ArtsSci website
– In the Media on ArtSci website
– Images/Visual Assets

Presenter
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(Safiya)Where should you start? When sourcing your content first review whats currently happening in your department 

Did you hire any new faculty? 

Were any faculty or students recognized with a prestigous awards or accomplishments?

Has your department recently launched a new program? 

Were any faculty or students featured in the news?

Do you have an event coming up? 
 
[tap space bar for next section to appear] 

If your department doesn't have the bandwidth to write or you want more stories, we recommend repurposing stories that have already written about your department. 
A few places these can be found are the 'Our Stories' section and the 'In the Media' section of the ArtSci website. 

You can share stories, events, and opportunities, even if they don’t directly tie to your department.

When is comes to image or visual assets [change slide]



UW Visual Asset Collection
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(Safiya) There is the UW visual assets collection with images from all across campus. 



MediaValet
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(Safiya) Additionally there is MediaValet. This cloud based image libarary was developed by CAS Marcomm and is primary populated with photos and logos from across the college of Arts and Sciences for unit and department use. 



Words Over Graphics & Legibility
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(Safiya) When choosing background graphics, make sure that the contrast is high enough so that it is easy to read. 

As you can see here, the text to right gets harder to read as the white letter are very similar in color to the stars in the image. 



Formatting Your Content – Best Practices

Example of best practices for the Department of Fun
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  Here is an example of a fictitious newsletter for the Department of Fun that uses our best practices.  
  
Whether your website is on the departmental framework and you are building your newsletter stories online and sending us a link or you are sending us a word doc, here is a peek behind the scenes about how we will be formatting your content. 
  
If you are building your own newsletters, this is what we will be looking for when we do the approvals. 
  
Each newsletter starts with the newsletter name that can be playful like this or straightforward saying Autumn Newsletter. This is important because it contains the top-level heading tag for screen readers also known as the H1 tag. 
  
Next is the header photo which you can change seasonally or use your department’s branding. We recommend that you don’t have too much text in the photo because folks with low vision might have difficulty reading it and the alternative text that we can add for screen reader users gets cut off at 125 characters. 
  
Below that we have the edition date and then our first section header which also contains second level headings or H2 tags for screen reader users. 
  
You only have 8 seconds after opening the newsletter to entice your reader to continue reading. Most people are busy and do a quick scan to see if the email looks like something they want to read now, later or not at all. So go ahead and count to 8 Mississippi as I scroll thru this sample. 
  
As you see, this newsletter is scanable in 8 seconds.
  
That is why we only add a snippet of your Chair’s letter so that folks can quickly scan for other information.
  
We recommend 6-8 featured stories with photos per newsletter so that you do not cause cognitive overload.
Divide them into meaningful sections 
Featured Stories 
Faculty News 
Student News 
Awards & Honors 
“Support Us” section with the singular “Give Now!” call to action
  At the bottom we can have a section for non-featured stories that would be of interest to your audience.  
Have your most broad-reaching/interesting stories at the top and then think of your different affinity groups, donors, alumni, faculty and students when choosing the additional stories to highlight.
  
The next level is your story headlines, teaser text and photos. We can take and whittle down whatever you give us. It just makes it easier and better to read if you keep some of this in mind when preparing your content. 

We usually use your story title as a smart link. It contains the third level heading or H3 tag for screen readers. 
  
Smart links tell users – especially folks using screen readers – what they will be reading about when clicking the link. This top one we know that it will be Faculty Recommended Reads. 

For your photos, we will scale the rectangular ones to 600x280 and square ones to 500x500 pixels so if the photos you choose could be at least 500-600 pixels across, that will make sure your photos are clear.
 
The paragraph underneath the story title is what we call teaser text. 




http://discover.uw.edu/v/MTMxLUFRTy0yMjUAAAF_OGM9_oA9jmGxfQYGA950m36xsfDS4wP6gisdjPO6fxc2DCcJWe83UNNv3bgZHagjELU8TX0=
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Here is an example of a department's online newsletter and how we whittle down your content to help readers scan your Marketo version in 8 seconds

We try to keep the story titles short and to one line - like I have highlighted here. 

And we try to keep teaser text to 200-260 characters including spaces as I have highlighted in the paragraphs. 

If when preparing your content, you can have short story titles and reduce redundancy in the teaser text, it makes it quicker and easier for us to build your newsletters.



Annual Appeals
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Now on to annual appeals
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Here is an example of the annual appeal template that we will be preparing for you if you submit a Fall appeal request instead of a newsletter request by October 1st. 

It is very simple and easy to prepare the content. 

Most departments stick with the top header with tagline that says "Your Support Creates Opportunity"

Then there is a brief greeting highlighting one fund – so that your donors aren't faced with decision fatigue.

Then highlight four bullet points about what their donation will provide.

Add a closing and optional graphic of the chair's signature.

The Give Today! Call to action button leads directly to a giving page and we can track all donations that are generated by clicking on that link.
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Then provide two fun photos and an inspirational quote – and you are done!




Appeal Performance

Dollars Raised Per Appeal

|------------------------- $1,125 combined ---------------------------------|

|--- Used Best Practices ---|
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Individual results may vary but in general, departments who have used our best practices have raised significantly more money over the past two years!

The three to the left in gold represent appeals that used best practices and raised $1,125, $910 and $500. 

The remaining seven appeals did not use best practices and only raised $1,125 combined - an average of $160 each.

Also, audience size was not a predictor of how much money was raised.

The two appeals that were sent to over 9000 people only raised $250 dollars each.

Our top performers were each sent to under 2,000 people.




Event Build Workflow
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Next is our hot-off the presses Event Build Workflow
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This workflow also begins with a PIF. 

However, for events we ask that you PIF all of your events for the academic year right now so that we can help promote them. 

We are building a heat-map so that we can gage which weeks have the most events planned. Then we can try to prevent overlap and vying for similar audiences. 

Your PIF needs to be submitted 8 weeks before the send date for the initial invitation – not the actual event. 
It is optimal if your first invite is sent 6 weeks before the event and then we send a reminder to RSVP once the registrations drop off. 

We have three levels of support:

Simple promotion where the department handles the invitations and registrations. Then MarComm can promote the event with various partners and social media depending on how much lead time they have.

Marketo invitations only are best for when either:
Your event doesn't meet CVent criteria because the invitees are mostly internal audiences
It is an ArtsUW event that uses Tessitura
Or when we can't support your event based on your timeline or our capacity we will recommend using Trumba calendar, EventBrite or other event management tool that we will link to from the Marketo invitation.


We prefer that you use a Marketo Event Invite with Cvent Registration Page for most larger donor facing events because the invitees are automatically coded in Advance. 
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The review process is similar to newsletters with a few notable additions:

1. Event audiences are sometimes different than newsletter audiences due to space limitations, if this is the case we will work with you and relevant stakeholders to curate a list. If you have a virtual event with a high capacity, we recommend using your newsletter list. 
2. Once we attach your list to Marketo we will ask you review it for VIPs that have been blocked so you can reach out in other ways.
3. Although the Cvent build follows a similar process, we request that all stakeholders register for the event while in test mode. This way you can report errors and broken links before we launch your event.

For any Marketo Invitations, we do send a reminder to RSVP, when we use Cvent, we also send a reminder to attend the event.



Considerations – regardless of support level

 Race & Equity Assessment created by UWAA
 Audience
 Logistics
 Program
 Promotion
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Regardless of the support level, we are actively working to increase diversity, equity and inclusion for all events. 

We have a link to UWAA’s Race & Equity Assessment included in our resources.

So, in the early stages of planning your event, be sure to think through the following:

It is important to make sure that you are including anyone in the community who may have interest in your event – not just past donors, alumni and internal folks
Next, look at the logistics, can folks with multiple accessibility needs comfortably attend?
Does the programming speak to a wide range of identities, experiences and world views? What can you do to increase inclusivity? Can you add a community member to your panel event?
Are you promoting your event in new innovative ways instead of using only the usual channels? Could CAS social media or including local community groups increase your reach and bring new people to share in our wonderful events?

We are happy to help you think outside the box!




Accessibility Best Practices

 Have you included one of our accessibility information templates for virtual events in 
all communications?
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It is university policy to include accessibility information for all events. Here is an example of that information for a virtual event which primarily focuses on providing access for folks with hearing or vision loss.




Accessibility Best Practices

 Have you included one of our accessibility information templates for on-site events 
in all communications?
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When we move to hybrid or in-person events, we need to also include:
Accessible parking information
Maps of how to avoid barriers 
and contact information for general accommodation requests



Policies & Recommendations around In-Person, Virtual,
& Hybrid Events

 We encourage you to review these recommendations.
 This web page will be updated with the latest public 

health recommendations

Presenter
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https://www.ehs.washington.edu/covid-19-prevention-and-response/covid-19-health-and-safety-resources


Audience List 
Improvements

Presenter
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(Safiya) Improving our audiences has been an ongoing project and we're happy to say we've come to a good place in this process. 



Static List Clean-up Project

 Review and analyze all department lists (event lists, Marketo lists, and 
lists kept by departments, etc)
 Goal: get all constituents associated with each 

department documented in one of two lists:
– CAS (unit) (dept) All Constituents
– Friends of (dept) not in Advance

 From this we've refined our standard list criteria for newsletter 
audience to grab as many department constituents as possible.

Presenter
Presentation Notes
(Safiya) Early this summer, we began our Static List clean up project, in collaboration with Katie Chen, to review and analyze the multiple email lists associated with departments in Marketo for their digital communication - this includes event lists, lists in Marketo and VIP of friends of lists kept by the department or chair. 

I'm sure many of have received emails from Katie over the summer. Thank you to those who have worked with us so far. 

[tap space bar for next bullet point]

Once we collect these lists, we submit them to Lesley in central who matches them to an existing advance record or creates one. 
 
[tap space bar for next bullet point]

Our goal is to get all constituents associated with each department documented and put on one of two lists 
Department all constituents list in Marketo for newsletter/event 
Friends of the dept not in Advance with those who didn’t have enough information to create an advance record. 

[tap space bar for next bullet point]

This project has allowed us to refined our standard list criteria for newsletter audience and grab as many department constituents as possible.  

Asian Languages & Literature newsletter list went from just over 2000 people to over 12,000 people.
American Indian Studies expanded their newsletter recipients from 800 to 1,500  just by including previous event attendees. 




New Standardized List Criteria

 Alumni (all years)
 Faculty and staff (current, emeritus, associate, and affiliate – if they 

have any)
 Students (current, undergrad, and grad)
 Donors (all years, all levels, all gift types, hard and soft credit)
 Major gift prospects
 All past event attendees
 Committee members (if they have any)
 Marketo friends of list not in Advance
 Department newsletter subscribers (subpref)
 Friends of list in Advance

Presenter
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(Safiya) 
Our standard list criteria consists of 
[tap space bar for next bullet point]

Alumni (all years) 
 
Faculty and staff (current, emeritus, associate, and affiliate – if they have any) 
 
Students (current, undergrad, and grad) 
 
Donors (all years, all levels, all gift types, hard and soft credit) 
 
Major gift prospects 
 
All past event attendees 
 
Committee members (if they have any) 
 
Marketo friends of list not in Advance 

Department newsletter subscribers also known as subpref
 
Friends of list in Advance 

We realize that some department already had friends of lists marked in Advance, we will be reaching out to combine those lists and rename them with our naming convention of FO(Dept)



Annual Appeal Audience

 Alumni of all years except anyone from the 2020 and 2021 graduating 
classes.
 Donors within the past 7 years

Presenter
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(Safiya) Since Appeals serve a different purpose that newsletters, we adjust the audience list accordingly. 

[tap space bar for next bullet point]

This includes Alumni of all years except anyone from the 2020 and 2021 graduating classes 

And Donors within the past 7 years



Forward to a Friend
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(Safiya) Have you ever wondered why you stopped receiving newsletters or event invitations from your own department?

Chances are, you forwarded a Marketo email directly from your inbox. 

Then, when one of the recipients decided that they didn't want to receive your message, they clicked on the teeny tiny "Unsubscribe or change your email preferences"

And missed the equally tiny line that says "This email was sent to" – your address.

You don't receive a notification that you have been unsubscribed, you are just off the list. 

So, we have built out this larger module in the footer with hopes that folks will use the Forward to a Friend link. Unfortunately, you can only send it to one person at a time without a note as to why you are forwarding it. But then folks can easily sign up for their own version of your newsletter.





KEY TAKEAWAYS
1. 8 weeks lead time required
2. Submit appeal PIFs by Oct 1st
3. Content for your appeal is due Nov 1st
4. Winter quarter PIF deadline is also Oct 1st
5. You do not need to have your content completed 

when you submit your PIF.
6. Resources available on the Admin Gateway soon
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(Safiya) We went over a lot of information but we want to remind you of these key points:

We require 8 weeks lead time for newsletter and event requests

Submit appeal PIFs by Oct 1st 

Content for your appeal is due Nov 1st

Winter quarter PIF deadline is also Oct 1st 

You do not need to have your content completed when you submit your PIF.

In the coming weeks, all the information we've shared here will be available in one pagers and self serve videos on the Admin Gateway. More to come on this soon so keep an eye out 



WHAT'S NEXT?

 Department newsletter subscribers (subpref) clean up
 Accessibility one-pager
 CAS past newsletter archiving

Presenter
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Central Advancement will be migrating to a different Constituent Relationship Manager in the new year – called Tandem. In preparation, we are reviewing and cleaning up different aspects of our databases. 
We will work with departments to archive unused subprefs and develop descriptions for all remaining subprefs. We will be reaching out to you with more information but wanted to give you a heads up.

We have developed an Accessibility Top 10 Checklist that will be added to the admin gateway. It includes ways to increase accessibility for PowerPoints, Word Docs, PDFs and websites.

Finally, Central just alerted us to the need for archiving past Marketo newsletter programs to increase performance. We will be reaching out to everyone who has a Marketo license to discuss this in greater detail.



PIF Awards

Presenter
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Now on to the PIF awards where we thank you for helping us help you! First, we have the Perfect PIFer awards for departments that PIFed 8 weeks or more in advance























Unmute and…

Presenter
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Next we have the Above and Beyond Awards for departments that PIFed over 3 months in advance of their send date…

























Unmute and…
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A huge THANK YOU to all of our awardees because it makes Safiya and my lives so much easier!!



Thank you!

Questions?

Contact:
Wendelin Dunlap
Digital Communications Steward
Advancement Services
360.920.2008 or wendel9@uw.edu

Safiya Bansfield
Digital Communications Coordinator
Advancement Services
206.543.2235 or safiyab@uw.edu

Presenter
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Thank you to all who attended (awardee or not).  

We hope that you found this information useful.

We have time for a short Q & A.

Here is our contact info for if we can’t get to your question today and again, you will all receive an email next week - feel free to save your questions until then.
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