Standard Operating Procedure (SOP) for Email Blasts
Purpose:
To ensure clear, consistent, and effective communication through email blasts for all events and updates related to tennis and pickleball at our facilities.
Audience:
Office Managers (OM), Head Pros (HP), Directors

General Rules:
1. Specify Tennis or Pickleball and Location:
· Clearly state the sport (tennis or pickleball) in the email, especially if events have similar names (e.g., Midnight Madness).
· Specify the location, as all locations may have similar events (e.g., Friday night pickleball mixer).
2. Include Registration Links:
· Directly insert the registration link into the email blast for easy access.
3. Avoid System Clogging:
· Mass emails that include both tennis and pickleball can clog the system and cause confusion. Be clear on the messaging by sport and location.
4. Timing Restrictions:
· Individual “Class” Blast:
· No email blasts on rainy days to avoid slowing down Club Automation and ensure rain alerts are delivered. 
· No email blasts between 10 AM - 7 PM for the same reasons
· General Rules for Large Blasts:
· Send large blasts, like monthly updates, after 9 PM and before 8 AM to avoid system clogging.


5. Approval of Cross-Location Promotions:
· Obtain approval from the OM/Director/Head Pro before sending a “Special Event” flyer to locations other than your home location. Include all three leaders in the request.
6. Master Calendar:
· Agape will maintain a Master Calendar of all Special Events.
7. Consistency:
· Send weekly/monthly email blasts on the same day and time each week to build consistency. (Following #4 Timing Restrictions)
· Send monthly large email blasts to Your Home Location Family, Juniors, Individuals, & Pickleball (every 4 weeks). Including private lesson specials, upcoming events, POM, etc. 
· Send event and program promotional emails, starting the first one 6 weeks in advance, followed by 3 weeks, 1 week, and then 3 days (optional) before the event.
· Individual “Class” Blast can be done daily or weekly. (Following #4 Timing Restrictions)
8. Email System:
· Use the Club Automation system email and optionally add your Agape email signature.
9. Subject Line:
· Include the actual name as programmed in Club Automation in the subject line.
· Highlight the location in the subject to avoid confusion.
10. Facility-Specific Lists:
· Email blast your facility lists only unless you have approval from the HP and OM of other locations.

By signing below, you acknowledge that you have read the 2025 SOP Email Blasts and understand the requirements for sending both large and individual class email blasts.
____________________________________			________________________________
Name								Date
