2015 EMPOWER CAMPAIGN October Checklist 

Theme – National Retirement Security Week is in October + Financial Checkup Tool
Email Communications:
______ October 5, 2015 or 1st Week of October: Email 1   I know I should be doing something to plan for my financial future but…

______ October 12, 2015 or 2nd Week of October: Email 2   When was the last time you updated your retirement plan?
[bookmark: _GoBack]______ October 19, 2015 or 3rd Week of October: Email 3   It’s Time to Celebrate National Retirement Security Week!
______ October 26, or 4th Week of October: Email 4   I’m not worried about retirement income; WRS and Social Security will be enough  
Schedule your weekly emails! Follow these simple instructions for Microsoft Office Outlook:
1. Open the email template in Microsoft Outlook.
2. Copy and Paste the information and subject line into a “New email.”
3. Select your distribution list (whatever your agency all staff email address is).
4. Before you click send, go to Options/Delay Delivery – check the box “Do not deliver before.”
Don’t forget to select the date and time when you want the email to be sent.
5. Click Send.

Persona Blog Posts:
______ Check weekly blog posts and reuse messages in your agency’s EMPOWER communications.

Twitter:
______ If you have a Twitter account, please retweet ETF EMPOWER tweets @WI_ETF.

Flyers/Posters:
______ Put up flyer for “Helping You Simplify Money” lunch and learn webinar on October 7 at DHS. 
______ Put up flyer on “Investments 101” for Women lunch and learn webinar on October 27 at the Tommy Thompson Commerce Center. Flyers will be delivered via Inter-D.	
______ Campaign poster on Checkup Tool (as soon as available).  Contact us at ETF_EMPOWER@etf.wi.gov if you need additional posters.
Speakers Bureau (Workshops/Lunch and Learns):
Email ETF_EMPOWER@etf.wi.gov to schedule a workshop or lunch and learn. Click here for a list of current presentations from our EMPOWER partners.

October Events:
· October 7, 2015 – “Helping You Simplify Money” Webinar at DHS. (URL link on flyer for webinar)
· October 27, 2015 – “Investments 101” for Women Webinar at Tommy Thompson Commerce Center

Share Your Progress:
____ Please share your campaign news and activities with ETF EMPOWER! Include type of event, number of people reached, etc. and send to ETF via ETF_EMPOWER@etf.wi.gov. 
