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General Tips 

If you need assistance with an email campaign (list development, strategy and design that 

meets brand standards), please contact Paige Carito pcarito@qvcc.edu. 

 

These general tips help to maintain QVCC’s brand awareness and create consistency amongst 

our email campaigns so that we can keep our current and prospective students engaged and 

informed.  

 

• Personalization: Adding someone’s name to the beginning of an email helps with the 

open rate. To do this, click Insert > Greeting Tag and follow the prompts.  

 
 

 
 

 
 

 
 
 
 
 
 

 
 
 
 

 
• Subject line: Adding “ QVCC: ” to the beginning of the subject header lets users know 

where it is coming from (ex. QVCC: Important monthly update)  
 

 
 

• Coordination and frequency: Coordinating your email with the Marketing Office is 

necessary to avoid communicating the same thing and over-sending. Marketing sends a 

monthly newsletter to students, which may often include something you were planning to 

send an email about.  

 

mailto:pcarito@qvcc.edu


If emails are sent too frequently to the same groups, students will unsubscribe (think 

about when you’re inundated with too many emails from a specific sender). An example 

of sending emails too frequently would be more than two times per week (to the same 

groups).  

 

• Best day to send: According to our current Constant Contact statistics (October 2020), the 

best day to send an email, in terms of open rates, is Thursday. The other days with the 

most open rates are Monday, Tuesday, and Wednesday. Typically, we do not experience 

high open rates with our audience on weekends. Sending emails in the morning or later in 

the evening when people are getting home from work or school is best practice. 

 

• No sending to personal emails: Official college communications must be sent to official college-

issued email addresses. This includes email communications to current, registered students. Per 

page 3 of the CSCU Electronic Communication Policy, “Employees are not allowed to conduct 

official ConnSCU business via private (unofficial) email accounts unless specifically authorized.” 

This does not include communicating to prospective/accepted students or our business 

community via their personal email addresses. QVCC needs to be in compliance of this BOR policy 

as there are ramifications if we are not.  

 

• Creation and deletion of lists: Going forward, if you are uploading a list, please use the 

following naming convention: 26oct2020_description of list. This naming convention will 

help with maintaining current lists and eliminating outdated lists. Cleanup of old lists will 

take place after each semester.  

 

If there are lists that are not as time sensitive, please add the following to the list name: 

26oct2020_description of list_SAVE.  

 

• Constant Contact should not be your main list development tool: You should always 

maintain your detailed lists on your own in separate Excel files and upload them to 

Constant Contact when you make changes to your lists.  

 

 
Formatting 
 
Logos 

In the media library, search the keyword “logo” and you will see a variety of QVCC logos that 

can and should be used in your email campaigns.  

 

 

https://qvcc.edu/wp-content/uploads/2020/10/CSCU_5.3.b-Electronic-Communication-IT-002.pdf


Colors (Hex Numbers) 

• Blue: #27568A 

• Orange: FF8A14 

• Medium blue: 428BCA 

• Light blue: #64B9CC 

• Grey: DBDBDB (used for inner background) 

• Light grey: F5F5F5 (used for outer background) 

 

 

Fonts 

Verdana 

• Heading size: 16-20 (depending on space) 

• Body text size: 14 or 16 (depending on space) 

 
 

Graphics & Photos 

There is a large number of photos and graphics already in the Media Library, however the 

Marketing Office can provide graphics and photos (iStock or QVCC photos) per request.  

 

 

 

 

 

 

 

 

 

 

 



Templates in Constant Contact 

To find each template, go to the Campaigns tab and search “Template:” to see what’s available. 
Custom templates/campaigns can be created per request. In the dropdown menu to the right, 
click “Copy” and it will open a new copy for you. Be sure to update the subject line and change 
the “from” and “reply-to” addresses.  
 

Template: Survey 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Template: Event Announcement/Invite 
 

 



Template: Newsletter (1) 
 
 
 

  



Template: Newsletter (2) 

  



Template: LiR 

 
 
  



Examples of Successful Campaigns 
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