
 Process for Sending Broadcast Email Messages to Business Operations        
FB

O
 D

ep
ar

tm
en

t 
C

o
m

m
u

n
ic

at
io

n
 

R
es

o
u

rc
e 

o
r 

P
ar

tn
er

O
p

er
at

in
g 

G
ro

u
p

B
u

si
n

es
s 

O
p

er
at

io
n

s

FB
O

 D
ep

ar
tm

en
t 

C
o

m
m

u
n

ic
at

io
n

 
R

es
o

u
rc

e 
o

r 
P

ar
tn

er

Lo
ca

l
FB

O
 D

ep
ar

tm
en

t 
o

r 
P

ro
ce

ss
 O

w
n

er

Determines need 
to issue broadcast 

message 

Determines 
audience

Develops draft 
message

Applies Bus Ops 
message format 
and standards

Performs internal 
department review

Revise, edit message

Gains internal 
approval for 

message

Broadcast 
message ready 

for Bus Ops 
review?

Final edits. Gains  
approval from 

message owner/
sender

Reviews messages
Verifies audience

Operating 
Group to 
review?

Reviews broadcast message for 
impact on business operations

Makes recommendations, if any
(2 business days)

Incorporates 
recommendations 

from Operating 
Group (OG)

Send test message 
to owner for final 
approval before 

distribution 

Broadcast 
message 

distributed

NO

Business Operations Broadcast Email Messaging Standards are available at: http://www.yale.edu/fin-bus/resources/docs/StandardizingEmailMessagingtoBusinessOperations.pdf  

Sends revised message w/
OG recommendations to  

FBO Dept, Process owner, 
etc.

3/2014

NOTE: Message
distribution
occurs locally
by unit staff who 
are trained on
standards and
Message III tool.
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