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Cirencester Chamber of Commerce – Member 
Newsletter Communications Policy 

 

1. Purpose & Audience 

Purpose: 
Keep members informed about Chamber and local business activities, promote member 
successes, and encourage active engagement. 

Audience: 

• All current Chamber members (owners, managers from member businesses) 
 

 

2. Communication Type & Schedule 

• Main Monthly Newsletter: 
o Send date/time: 1st Monday of each month, 9 AM 
o Audience: All members via Mailchimp 

• Ad-hoc Alerts (as required): 
o Purpose: Only for time-sensitive, urgent issues (e.g. last-minute event 

changes, urgent consultations) 
o Audience: All members via Mailchimp 

 

 

3. Content Submission Process 

• Submissions: 
o All committee members and chamber members submit news, offers, or event 

info to: 
▪ Email: news@cirencesterchamber.org.uk 
▪ Online form: “Submit Your News” form on the Chamber website 

• Deadlines: 
o Submissions due by the 25th of each month 
o Content received after the deadline will be considered for the next issue 

• Editorial Review: 
o Chamber Secretary filters/edits for relevance, length (max 80 words/item), 

tone, and accuracy 
o Chamber President reviews and approves the final draft 
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4. Content Structure – Main Monthly Newsletter 

Sections (in order): 

1. Short informal message from the President 
2. What’s Coming Up 

o Key Chamber events, local consultations, important business deadlines (eg 
accounting calendar provided by Howard Smith) 

3. Member Spotlight 
o New members 
o Member of the month (to coincide with social media) 
o Member successes or milestones 
o Member-submitted offers/events (balanced, max three items per issue) 

4. Chamber Activity & Advocacy 
o Committee updates, lobbying actions, outcomes of meetings or partnerships 
o Call to Action – with do you have an issue that we can help with? 

5. Business Opportunities & Resources 
o Grants, training, partner initiatives, local business support 

6. Closing Note 
o Clear call-to-action (register for event, respond to survey, etc.) 

Editorial Rules: 

• Max 8 items per newsletter 
• 50–80 words per item, one image per section 
• Plain English and “value first” principle—no hard sell or information overload 
• All items must have a web link or contact for follow-up 

 

5. Roles & Workflow 

Roles: 

Task Assigned To 

Content Gathering All Committee & Members (via email/form) 

Drafting & Editing Secretary 

Final Approval President 

Sending Campaign Secretary (via Mailchimp) 

Workflow Timeline: 

• By 25th: All content submitted (news@cirencesterchamber.org.uk or web form) 
• 26th–27th: Secretary assembles draft in Mailchimp, checks links and word count 
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• 28th–End: President reviews, requests edits 
• 1st Monday, 9 AM: Secretary schedules/sends newsletter 

 

6. Tools, Template & Tone 

• Mailchimp for distribution (Chamber login) 
• Branded Mailchimp template with sections: 

o What’s Coming Up | Member Spotlight | Chamber Activity & Advocacy | 
Opportunities & Resources | Closing Note 

• Tone: 
o Friendly and professional 
o Clear, concise, jargon-free 
o Balanced info first, then member promotion 

 

7. Performance Monitoring 

• After each send: Log date, open rate, main click figures (review at committee 
meeting) 

• Quarterly committee meeting: Review engagement, collect feedback, discuss 
improvements 

• Annually: Quick member survey about newsletter satisfaction (adjust approach as 
needed) 

 

8. Continuity & Handover 

• Policy held in committee onboarding pack 
• Handover checklist if Secretary or President changes 
• Shared Google Sheet for content calendar and monthly analytics 

 

NOTE on Privacy/GDPR: 

No extra requirements—everyone on list will have opted in per Chamber rules. 

 

 


