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University of Hawai'i Foundation
E-mail Broadcast Request Form
UHF does not release e-mail address lists. To e-mail alumni, donors and friends, please submit this form.
 
Processing time:         We strongly recommend that you send in your request so that we may schedule it as soon as possible. 
 
         After scheduling, we require at least 10 business days upon receiving all documents and information, to process your request. 
 
Approval:         Non-UHF employees: Your request must be authorized by your unit head (signature below) before approval by UHF e-mail administrator.
Submission:         Submit the completed form to email.requests@uhfoundation.org
 
Name*:
Department*:
E-mail*:
Phone Number*:
Date of Request*:
 Requested Send Date*:
* Required fields
1. Purpose
Please describe specific purpose(s) for this e-blast*:
What is the desired outcome of this message?*
Is this an event announcement? 
Please list event name and date(s)*:
Is this a solicitation?
Please list what is being asked of whom*:
Is this message being communicated through announce@hawaii.edu or any other channels? (E.g. mail, newsletter, telephone call, presentation, etc.?)
Please list other media and dates *:
NOTE: Records flagged as "Do not contact" and "Do not e-mail" will automatically be excluded. Solicitation exclusions will be made on a case-by-case basis.
2. Audience
Do you want to include alumni?
Alumni
A1: Class year(s):
A2: College(s):
A3: Degree(s):
A4: Major(s):
A5: Campus:
A6: Chapter:
A7: Other:
 
A8: Geographic criteria/restriction:
Country:
State(s):
Island:
Zip Code range:
 
A9: Other Alumni criteria/restrictions:
Do you want to include donors?
Donors
 
D1:  What type of donors do you want to include?
 
D2: Donors that gave to a specific:
Unit(s):
College(s):
Allocation(s):
 
D3: What type of gifts do you want to include?
Default Campaign reporting practices include the above gift types in bold.
D4: Giving Date ranges:
D5: Giving Amount ranges:
 
D6: Geographic criteria/restriction:
Country:
State(s):
Island:
Zip Code range:
 
D7: Other giving criteria/restrictions:
3. E-Mail Subject Line
Keep the subject line short and simple, and be cautious of spam filter words. This may be edited
accordingly.*
NOTE: Addresses listed will receive auto-replies — could be hundreds. If you use an address other than the default, you will be responsible for scanning the auto replies and forwarding any data change information you receive to addressupdate@uhfoundation.org.
4. E-Mail Addressing
"FROM" Entity and E-Mail Address
alumnews@hawaii.edu
Address: 
Address: 
news@uhfoundation.org
Name*:
Address*:
"REPLY TO" E-Mail Address
Address*:
5. Message
What is the exact copy you  would like to include in the e-mail broadcast? Please provide this information below, or in Microsoft Word (.doc), text (.txt), or HTML (.html) format.
6. Image(s)
Will the e-mail include an image(s)?
Please e-mail the image(s) with this form in .jpg, .gif, .png or .pdf format
7. Test Broadcast
Please list the e-mail addresses of ALL people who should receive a test of the e-mail broadcast before it is sent.*
8. Additional Comments
9. Approval
You will receive a test before your actual broadcast is sent. All e-mails will include standard language about our opt-out policy, privacy notice, e-mail sender, and an explanation of why the recipient is receiving the e-mail. Depending on the sender and audience, most messages will include the UHAA logo (UHAA pays for this service) or the UHF logo. When appropriate, we may use campus or system logos.
 
The UHF e-mail administrator reserves the right to edit all broadcast e-mail for content, clarity, grammar and accuracy. Messages are typically edited to Associated Press style. The administrator also reserves the right to change your subject line for clarity, brevity or spam filter words. 
 
Due to the number of requests we receive for e-mail broadcasts and in order to protect our data, the administrator may choose to decline a broadcast and incorporate the information into newsletter broadcasts (such as UHAA Alumnews, Currents, etc.), or to reschedule it on a date that will not overlap with another broadcast. Our hope is that alumni, donors and friends will find the e-mail we send useful. 
 
For more information, contact us at email.requests@uhfoundation.org or (808) 956-3710.
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