
MVA Procedure 

Creating and sending an email blast to MVA membership. 

Preparation: 

• MVA member database should be updated prior to sending a blast. 

• Email blasts should be limited to topics of general interest to the MVA membership. 

• Email blasts should be timely, short, concise and actionable. 

• All email blasts must be approved by the MVA President. 

Content Preparation: 

Following are appropriate topics for email blasts: 

• Event reminders and instructions (usually sent one week prior to event) 

• Newsletter releases (usually sent in the morning of the first day of the new month) 

• Obituary announcements for MVA members (only) 

Mailchimp Information: 

MVA subscribes to an email blast service called Mailchimp.  The account is accessed at mailchimp.com. 

The login information is included below. 



 

Click on the “Create” button in the left menu column. 

 

On the next page, choose “Regular Email.” 



 



Make sure the “To” is set to “All subscribed contacts in the audience Minnreg Veterans Association, Inc.”  This 
ensures that all subscribed MVA members will receive this email.  The number will fluctuate slightly from time to 
time based on people being added to or deleted from the member database. 

 

Make sure the “From” is always “MVA” and the email address is info@minnregs.com. 

This will ensure that recipients can easily identify the email when they receive it and any responses to the email 
will go to the general MVA email box – info@minnregs.com. 

 

The subject line should be short and accurate.  

• “The April MVA newsletter is ready.” 
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• “Details on the Rays game procedures” 

• “MVA picnic is canceled” 

 

It is usually best to choose “Send Now” as the send option. 

 

Click “Design Email” to create the blast. 



 

Select the “Basic 1 Column” option. 

 

At this point, click on the “Logo” graphic to access the “Creative Assistant.”  Click on the edit pencil icon to the right 
of Creative Assistant to insert the MVA logo. 



 

Click on “Replace” on the right hand side of the page. 

 

1.  Make sure “My Files” is selected in the extreme left menu.   

2. Click on the MVA logo. 

 3. Click the “Insert button” to place the MVA logo in the header position on the email. 



 

1.  Once the logo is in place, click on the edit pencil icon in the content section on the left side of the screen.  All 
your editing tools (as limited as they are) are contained in the right hand column on the page.   

2.  Click on the placeholder content and insert your content here, starting with the bold headline and then the 
actual content.   

3.  Once you are happy with the look of your email, click on the “Continue” button at top, right . 

 

Time to finish up.  Once you are happy with the email, you can choose to send out a test email prior to the entire 
blast.  You MUST send a test to president@minnregs.com in order to receive approval to send the blast. 

Once you have received the president’s approval, click on the “Send” button top right.  This places your email in 
the send queue and will be sent with no further effort on your part. 
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