eConfirm Sample email text for returning families
The following text will help you get started with eConfirm.  It’s important that you communicate effectively with your returning families as this is a new system for most and people are easily confused by new processes unless they are very clearly defined.  
There are 2 types of schools.  Please use the appropriate language for your school that is outlined below:

1. Opt In school – Your school requires an acknowledgement from each returning family every year to be in the directory.  You will set all families to “no print” before the school year starts and only those families that have acknowledged they wish to be in the directory (via responding to the data confirmation letter) will be and printed.  All new families must fill out a blank form to be in the directory.

2. Opt Out school – Your school sends the data confirmation letters to returning families each year and gives them an opportunity to opt out of printing.  Your parents only need to contact you if they have changes to their information or they wish to not be printed.  All new families must fill out a blank form to be in the directory.

New Families
Because new families are not in your database, you need to communicate with them via a printed flyer distributed at the school or in your back to school packets.  We recommend starting with one of our generic flyers to send to all school families to get started the first year using eConfirm. 

Opt in School Text
If your school requires all families to opt in to the directory each year, please consider using the following text for your emails and data confirmation letters below:  

Dear “Last Name” family of “Your School”,

Please read the entire email as it details our new family directory procedures.  Your information is due on or before “insert due date here”.  Your family will NOT be in the directory this year unless we hear from you. 
 

The PTO is implementing a new process for gathering data for the PTO Database and Student Directory for the 2010-2011 school year.   This process includes sending out the data confirmation letter via email and updating the data via an online web form.   
Attached is the information we currently have for your family.  Carefully review the information in the attachment.  Then go to our secure web form to update your information.  You will be asked for your Family ID on the form.  The ID is located on the attached form, next to your family name.  Your family and children WILL NOT be in the directory unless you do ONE of the following:  

1. If you need to update any of your information:  change of address, phone, email, OR adding a new student – you need to fill out our online form COMPLETELY with your updated information.   
Use this link:  “insert the link here”
OR

2. Your information is complete and you only need to opt in for the year.  

Use this link:  “insert the link for print options only here from eConfirm or a link to your schools website where you have the link” 

OR

3. Print the attached Data Confirmation letter and make your changes manually and return it to the school office.  We would appreciate you using our secure web form but we understand that some may not wish to do this online.

We are using an online data collection service called eConfirm.  The data will only be stored until the directory is updated.  It will then be purged off of the system.  This is not an online, searchable database.  The data will only stay on the server long enough for us to update the directory.  It will then be purged.  

 

NOTE:  The database can store up to 3 email addresses.  Double check the email addresses, and make any necessary changes to the family/primary email address that is listed.   The family/primary email address is the first point of contact for the PTO.    It will be key that the PTO has your accurate email address to insure that this new system runs smoothly.  This email will NOT be printed.  

 

By giving your electronic signature, you are granting the PTO permission to publish your information in the student directory, in addition to, emailing you time sensitive, important information, unless you specify otherwise.  All PTO information is sent via e-mail!  (unless other arrangements are made)

If the PTO does not receive your completed form with written or electronic signature, only the students name will be published in the student directory.  

 

Thank you for your time and patience while we implement this new system,


Opt Out School Text
If your school only needs responses from returning families if their data has changed, please consider using the following text for your emails and data confirmation letters below:  


Dear “Last Name” family of “Your School”,

Please read the entire email as it details our new family directory procedures.  Your information is due on or before “insert due date here”.   If we do not hear from you by this date, we will assume your information is correct and will be printed.
 

The PTO is implementing a new process for gathering data for the PTO Database and Student Directory.   This process includes sending out the data confirmation letter via email and updating the data via an online web form.   
Attached is the information we currently have for your family.  Carefully review the information in the attachment.  Then go to our secure web form to update your information IF required.  You will be asked for your Family ID on the form.  The ID is located on the attached form, next to your family name.   
1. If you need to update any of your information:  change of address, phone, email, OR adding a new student – you need to fill out our online form COMPLETELY with your updated information.  

Use this link:  “insert the link for families with updates here from eConfirm or a link to your schools website where you have the link” 
OR

2. Your information is complete and you wish to opt out of the directory for the year.
Use this link:  “insert the link for print options only here from eConfirm or a link to your schools website where you have the link” 

OR

3. Print the attached Data Confirmation letter and make your changes manually and return it to the school office.  We would appreciate you using our secure web form but we understand that some may not wish to do this online.

We are using an online data collection service called eConfirm.  The data will only be stored until the directory is updated.  It will then be purged off of the system.  This is not an online, searchable database.  The data will only stay on the server long enough for us to update the directory.  It will then be purged.  

 

NOTE:  The database can store up to 3 email addresses.  Double check the email addresses, and make any necessary changes to the family/primary email address that is listed.   The family/primary email address is the first point of contact for the PTO. It will be key that the PTO has your accurate email address to insure that this new system runs smoothly.  This email will NOT be printed.  

 

By giving your electronic signature, you are granting the PTO permission to publish your information in the student directory, in addition to, emailing you time sensitive, important information, unless you specify otherwise.  All PTO information is sent via e-mail!  (unless other arrangements are made)

 

Thank you for your time and patience while we implement this new system,

