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BROADCAST EMAIL CONTENT FORM
1

Review the Guidelines & Recommendations (purple) section to understand content expectations and requirements

2

If your content has been pre-approved and should not be edited, select the checkbox in the Final Copy Approval (green) section

3

Complete all fields in the Email Copy & Information (white) section


Guidelines & Recommendations
Header Image
You may source images from BUAA Flickr, Atlas, or Canva (canva.com/photos). EngCom has a Canva Enterprise account and can purchase/license images. 
Please include a direct link to your selected image in this document so our team can download (and purchase, if necessary) and properly resize it to fit our template.
If your school/college/unit has its own image, please send it, along with this document, to webreq@bu.edu.
Avoid AI-generated images, as well as images that include embedded text (such as event details or headlines). Images may not display for all users and those with text can create redundancy with the email content.

Body Copy
Aim for 100–200 words. Start with a strong opening to capture attention, then use the remaining space to highlight what attendees can expect and why the event is worth attending.
Do NOT include event’s date, time, or location in your copy—this information is already built into the email template and will be pulled directly from your registration page.
For more speaker bios, more detailed or logistical information, use the registration page rather than the email.

Do Not Edit My Copy
[bookmark: Check1]|_| Check this box if your copy has already been approved (e.g., by a Dean or other stakeholder) and should not be edited by the team. 

Note: EngCom will still make minor edits to align with Advancement’s editorial style guide, BU’s brand standards, and Chicago Manual of Style.  


Email Copy & Information

Please complete the fields below.

Note: Event date, time, and location will be pulled directly from your registration page, so please ensure that information is accurate.
*Leave blank if you’ll be attaching a high-res photo OR if you would like us to select an image on your behalf.
**Leave blank if you would like us to create a subject line and preheader for you.  
Header Image Link*: [Paste link here] 
Subject Line**: [Enter subject line] 
Preheader**: [Enter preheader]
Event Title: [Paste event title here (should match registration page title)] 
Event Registration Link: [Paste link here]
Body Copy: [Paste body copy here (100–200 words]
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