FROM:
Office of Academic Affairs

TO:
University Community

DATE:
October 4, 2010
RE:
Current Guidelines for Email Announcement Requests—supersedes memo dated December 1, 2009

(This document can also be found at http://www.millersville.edu/provost/ under Quick Links)

The Provost’s Office regularly receives requests for email announcements to be sent to University Faculty, University Community (faculty and staff), and MU student distribution lists.  In order to help us respond to your requests in a timely fashion, please adhere to the following guidelines:
1. Send announcement requests to Gloria.Dao@millersville.edu and copy your Director, Dean, or Vice President
2. Be sure it is an appropriate event for us to announce – that is, one sponsored by Millersville University, or one that directly involves Millersville faculty and/or staff.  Please note that announcements that are not sponsored by Millersville University, and announcements relating to charitable solicitations, cannot be sent from the Office of Academic Affairs. 
3. Message MUST include the following criteria: 

· Audience (University Faculty, University Community, or MU students)

· Subject line

· If you include links, verify that they go directly to the desired web page

· Contact person’s name and phone number

4. Submit your request at least one week before the date you would like the announcement to be made.  All announcements are approved in advance by the Provost.  Announcements sent too close to an event date/deadline might not be honored.

5. Format your announcement to appear on-screen (avoid attachments or pdf files; if necessary, create a link for large attachments).  Keep it short and concise.  Avoid graphics; instead, use color, bold and caps for emphasis.  Messages may not exceed 400 KB in size.
6. The Office of Academic Affairs will send the following types of announcements:
a. University Community (faculty and staff):  The Office of Academic Affairs only sends announcements that are directly Academic Affairs-related.  Other types of announcements must be sent from the appropriate Vice President. 

b. University Faculty:  All announcements to faculty must be requested through the Office of Academic Affairs since this office is the sole administrator of the faculty distribution list.  Please do NOT send requests for faculty to make announcements in class. 
c. University Students:  Announcements that are directly Academic Affairs-related are accepted, and must be approved by the Provost.  Please send announcement requests to Gloria Dao.  If approved, Gloria will notify Jodie Richardson (Office of Student Affairs) to distribute them in the following manner:

· Only official University business (class related, delays/closings, bills, etc.) and critical/emergency announcements will be sent to student marauder email accounts. 
· Announcements for events sponsored by offices/departments will be posted to the Millersville Announcements blog and on my ‘VILLE.  
· Announcements for events sponsored by clubs/organizations will be submitted to Student Programs to be included in the weekly Ville Events email blast.  Ville Events is a weekly email blast to students highlighting events for the upcoming week. Please contact the Student Programs office for event deadline submission dates.
Thank you for your cooperation. 
