Sample Email Strategy

The following strategy is an example of how you might set up email announcements for an event. This is just an example but should give you an idea of how a marketer might set up a campaign. There are ten emails in total, over seven weeks. Each email builds off of the last and excludes already registered attendees in each new message. Why? We don’t want to overload registered attendees with information that’s irrelevant to them – it will decrease your open rate, may lead to unsubscribes, and could turn them off from supporting your organization. 

This campaign is meant for an event, such as a workshop, fundraiser, or annual conference. You could easily adapt this to fit a fundraising campaign, too! If you have questions on how to adapt this template to reach your organization’s goals, send me an email!


Event Date: August 1, 2018			Campaign Start: June 18, 2018			Campaign Duration: Seven weeks

	
Date
	
Audience
	
Message/Subject Line


	

June 18
	

All
	Campaign announcement
· Use this email to announce your event
· Before this email is sent out, make sure that you have a registration page you can send them to, whether on your website or on Facebook – don’t forget to use the CTA button in your email!

	


[bookmark: _GoBack]June 25
	


All, minus registered
	Top reasons why you should attend
· Lists, like on Buzzfeed, are popular because we digest information better in short, declarative statements
· Check out this Housing Action example on how we used a list to encourage registrations for our Housing Matters! Conference (and don’t forget to register for this year’s event!)

	



July 2
	



All, minus registered
	Relate this email to the Fourth of July (or other relevant holiday)
· When your campaign has a holiday in the middle of it, try to capitalize on it by finding a way to make your subject line, body content, or graphics relate back to it
· Remember to always be tasteful and avoid anything controversial
· Also, keep in mind: during the summer or winter holidays, people tend to go on vacation – this email may not have high engagement

	
July 9




	
All, minus registered


	Testimonial
· Did you have this event last year? Do you have testimonials from similar events/workshops/classes that you can put in an email? Use it here!
· Testimonials help you tell a story – you’re not just talking about the event abstractly anymore; it lets you put a face (or voice) to it
· This is a great way to demonstrate the positive impact your event has had (and will have)

	
July 16
July 16
	
Registered
Registered (cont.)
	Two weeks out – registered only
· Registered attendees haven’t been getting emails, for good reason – they already acted upon your CTA!
· Use this email to ask them to forward the invite to a colleague or a friend
· People like going to events with others that they know – this is a good opportunity to get their friends involved, and your registration numbers up

	July 16
	All, minus registered
	Two weeks out – non-registered
· If your event has limited space, or you’re nearing capacity, this is a good time to add some urgency to your subject line and body
· Your event is important to your audience – whether its fundraising, a workshop, or an important meeting; identify the most important reason people would want to attend, and highlight that here

	



July 23
	


People who have opened your email, but haven’t registered
	One week out – non-registered
· Take this opportunity to speak to people who have opened your last email, but did not register yet (tip below)
· Why speak to them specifically? This is a group of people who you know are interested – they have been reading your emails, but need that extra push to register
· By eliminating people who haven’t been opening your email, you can tailor the message to this audience even further; try talking to them about the fact that they know it’s a good opportunity, and that this is their moment to take advantage of it
· On the last page of this document, you’ll find Excel instructions (they’re easy, I promise!) on how to remove registered attendees from your Opened list


	

July 23
	

Registered
	One week out – registered only
· In this message, you want to remind your registered attendees that the event is coming up
· You can use this message as a simple reminder that the event is coming up, and to ask them to share it with their colleagues
· Here’s a simple how-to on creating a calendar reminder for your attendees – simply include the link as a CTA and your reader can easily add it to their Outlook, Apple, or Gmail calendar

	

July 30
	

All, minus registered
	Last call
· One last effort to get any of the remaining people on your email list to attend the event
· Add a sense of urgency here, too – remind them why it’s important that they attend
· Depending on the goal of your event, you can appeal to their professional development, how it could help the community, or how it will benefit them financially (if, for example, it’s for a workshop)

	

July 30
	

Registered
	See you on Wednesday
· Your last email! This is a simple reminder to your registered attendees that your event is in a few days
· Use this message to give them any last reminders or tips, such as parking information, directions, or items they should have with them
· We sent this email for our Open House in April, and it had the highest open rate of the campaign!






Excel Instructions

Removing duplicates (deduping) is a really useful tool for marketing. In this scenario, we want to find all of the people who have opened your emails but have not registered for your event. 

1. First, download your registration list. If you’re keeping this manually, all you’ll need are the email addresses.

2. [image: ]Next, go to your email client and find your latest email. When you click on the report, it will tell you how many people opened your email – click that number, and then download those emails into an Excel file or .CSV.


3. Put both emails into Column A in Excel, then select the data


4. In the top right corner, hit the button that says “Sort & Filter”, then click “Sort A to Z” 
5. On the Data tab, in the Data Tools group, click Remove Duplicates. 
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