Capwiz Action Alert – Template

Last updated:  11/4/2009

* = Required content.
Directions

· Fill in the requested information.  Indicate selections with an X in the appropriate column and provide additional details, as requested.

· * An asterisk (*) designates required content.

· Submit this form electronically to the MLA Legislative Panel for review and posting.

· See “Capwiz:  Guidelines for Use by Local Libraries & Other Library Organizations” for additional information.

Questions

1. * Who should be contacted if there are any questions about this Action Alert?  List as many people as needed.

	Name
	Phone Number (daytime)
	E-mail address

	
	
	

	
	
	


2. * When should this Action Alert be posted?  (If unsure, indicate with TBD.)

	Start date:
	

	End date:
	


3. * Which elected official(s) will be targeted?

	Federal level – Congress

	
	House of Representatives

	
	Senate


	State level – Governor’s Office

	
	Governor

	
	Lt. Governor


	State level – General Assembly

	
	State House of Delegates

	
	State Senate

	How should the messages be sent to the House of Delegates and the Senate?

	
	Send the same message to the House of Delegates and the Senate

	
	Send a separate message for each chamber of the General Assembly (i.e. one message for the House of Delegates and one message for the Senate)


	Local Level

	Please indicate county/city.  


	
	County Executive

	
	County Council Representatives

	If you selected County Council Representatives, how are the County Council Representatives elected?

	
	By district?

	
	At large?


4. * What is the title of the Action Alert?  (This will appear in the list of Action Alerts on the Capwiz web site and in the subject line of the messages that go out to advocates.)

NOTE: The name of the local library or library organization may be added to the title to clarify the target audience.

	Title:
	

	Subtitle (Optional):
	


5. * Provide the content for the Action Alert  (e.g. background information and/or talking points).  (There is no limit to the number of words or characters.)

	


6. * Would you like to allow advocates to send an e-mail message to elected official(s) directly through Capwiz via the Action Alert?

	
	Yes

	
	No – Please skip to question 15.


7. Would you like to include specific instructions to advocates regarding the message?

	
	Yes – Please provide the text:  


	
	No


8. Will a pre-written message be provided?

	
	Yes

	
	No – Please skip to question 11.


9. Provide the content for the pre-written message.  (If a pre-written message is desired, the message content must be provided.  There is no limit to the number of words or characters.  However, research has shown that shorter messages are more effective.)

	


10. Will advocates be able to edit the pre-written message?

	
	Yes

	
	No


11. Will a subject line be provided for messages sent to the elected official(s)?
	Yes – Please provide up to five subject lines.  If more than one subject line is provided, one will be selected on a rotating basis for each message sent.

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	No – Please skip to question 13.


12. Will advocates be able to edit the subject line for messages sent to the elected official(s)?

	
	Yes

	
	No


13. * What message delivery options should be available for messages sent to elected official(s)?  Check all that apply.

	
	E-mail

	
	Reformat for printing to mail or fax


14. Select or create a confirmation message.  This message will appear on the screen after an advocate sends a message to the elected official(s) and will be e-mailed to each advocate who sends a message.

	
	Thank you contacting your elected officials!  Your action will help to support libraries is greatly appreciated.

	
	Create your own – Please provide the text:  



15. Would you like for advocates to have the option to forward the Action Alert to others via e-mail?  

	
	Yes

	
	No


16. To assist with disseminating the Action Alert to potential advocates, a copy of the Action Alert e-mail message may be sent to up to five individual e-mail addresses or e-mail distribution lists and/or to a designated group within the Capwiz database.  Please indicate your preference below.

	Name / Name of E-mail Distribution list
	E-mail Address

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	Select one or more designated group within Capwiz database.  (The Legislative Panel will verify that these members of these groups are identified as required within the Capwiz database.) 

	
	All

	
	Citizens for Maryland Libraries (CML)

	
	Law Library Association of Maryland (LLAM)

	
	Maryland Association of Public Library Administrators (MAPLA)

	
	Maryland Association of School Librarians (MASL)

	
	MLA Legislative Panel


