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AGENDA 

▪ Email Request Form 
▪ Essential Information 
▪ Monthly Newsletters 
▪ Common Email Trends 
▪ Q&A 
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EMAIL COMMUNICATION 

Email and Event Registration Request Form: 
https://purdue.force.com/community/s/eventrequest 

Submit a month before event date: 
▪ At least two email communications will go out about your event 
▪ A pre-event email will be sent to registrants 

Submit less than a month before event date: 
▪ One email communication will go out about your event 
▪ A pre-event email will be sent to registrants 

• fdssfd
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ESSENTIAL INFORMATION 

Essential Information to include in emails: 
▪ Upcoming event dates and details 
▪ Registration links (if available) 
▪ Volunteer opportunities 
▪ General club news 
▪ Contact information 

Additional items that could be added: 
▪ Request for scholarship fund donations 
▪ Invitation to log into Purdue Connect and update email preferences 
▪ Invitation to purchase an alumni membership 
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MONTHLY NEWSLETTERS 

Newsletter Template: 
https://www.purdueforlife.org/app/uploads/Purdue-Alumni-Club-Newsletter-Template-1.docx 

▪ Structured, regularly scheduled email that is sent to alumni in your area 
▪ Highlights essential information discussed in previous slide 
▪ Word document template is available to attach to email request 
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CROSS-PROMOTION 

Reminder: 

▪ Use one event email to start promoting the next 
▪ Highlight more than one topic in an email 
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EMAIL TRENDS 

Subject Lines: 

▪ Subject lines that show joy and optimism perform better 
▪ Use call-to-action words 

Email Content: 

▪ Write concisely and be consistent in messaging 
▪ Make your emails actionable when possible 

Open Rate: 

▪ Overall average = 51.61% 
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Questions? 
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