Note:  
This is a draft of a suggested System for Mass Communications.  
Your feedback is very much appreciated.
 


System for Mass Communications
 

1.  Purpose:  To communicate with lists of people regarding in a timely, effective, complete, and professional manner, and provide management with feedback regarding the effectiveness of our efforts.
 

2.  Types of communications covered under this System:
Quarterly/Annual Earnings Reports
Stock offerings
Regulatory notices
Press Releases of all kinds
Advertisements
Stories about the company or its directors, employees, whether published by us or others  (if the story is negative, send notice to #3a on list below only)
3.  Who gets these communications:
a.  Board of Directors (one day prior to release to press), and
b.  Press Release List, and
c.  Stockholder List, and
d.  Advisory Committees, and
e.  All Employees, and
f.  Suppliers List (advertising firm, technology suppliers, etc), and
g.  Friends of ___________ lists (not classified elsewhere)
4.  Medium:  e-mail (for immediacy) AND postal mail (for tangibility and durability)
 

5.  Email specific notes:
        a.  E-mails must have link for "remove me from this list" option, to keep list clean and not spam.
b. To do a professional job of e-mail campaigns, it is suggested that we use the services of professional suppliers such as www.CampaignMonitor.com  This will reduce the burden of in-house staff, and give us excellent statistical feedback.  See the link for more details on this very inexpensive service.

c. E-mails to have viral “Send this to a friend” option built in, allowing us to grow our database.
 

6.  The database for these lists is maintained in the CRM contact management system.
 

7.  The person responsible for maintenance of this list is ________________________________
Maintenance will include additions, deletions which are not handled automatically by www.CampaignMonitor.com and assignment of a code which will put the recipient into one or more of the classifications in #3 above.
 

8.  The person responsible for approval of all communications prior to publishing, and for any changes to this System, is _________________________
 

9.  Changes in this System require notification to Board of Directors.
 

 

 

Comments, suggestions, etc.
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