INTERNAL COMMUNICATIONS PLANNING

REQUEST FOR ALL STAFF/ALL STUDENT EMAILS		

Complete this form and send to internalcomms@exeter.ac.uk with details of why this is relevant for all staff and/or all students.

Please note, all staff and all student emails are for business critical messages only and we may offer alternative channels for your messages if we feel this is more appropriate.

	Agreed date/time of send: ​
*If not yet agreed please include suggested date and time

	Confirm who will provide final sign off for changes and preview of message:



	Subject line:  



	From/sender name and job title:

	‘Replies to’ email address: 




Please confirm your intended audience:										 
	 Audience
	Send to Y/N
	If sending to more than one audience, please indicate order preference (1st, 2nd, 3rd etc)

	All staff (on payroll)
	
	

	All students (inc. PGRs)
	
	

	Temporary and casual workers
	
	

	Staff Associates (associate accounts, retired professors etc)
	
	

	PGRs (separate list for specific staff messages)
	
	

	Third parties on campus including INTO, Northcott Theatre, commercial partners
	
	

	Students’ Guild and/or Union
	
	

	Other – please state:

	
	



 Please include your draft email text below:
The Internal Communications team will review draft content and edit/advise on changes in line with University style, tone and consistency of messaging.

	Confirm if different message required for Cornwall - provide text below
	Y/N

	Colleagues text:



	

	Student text:




	



