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Managing Mailing Lists for 499s

Market: House

Description: The term 499 refers to the maximum number of unsolicited mailings an office can send
that do not require approval by the Franking Commission during a campaign blackout period.

These instructions teach users how to create issue codes, audiences, and Form Letters that are
specific to a 499-mailing list. These activities help offices better manage different ongoing 499
mailings preventing subscribers from receiving multiple messages per campaign blackout period.

Create and Set Up the Issue Code
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1. Go to Messages > Code Lists > +New > Add Issue Code

Messages Change v Report v/
= (e )«
Y cove i R
[1wv Issue Translation
Q  incoming Method =
S e ) ( ENewta
[ L] &L : )
Issue # AGR Agriculture
IE Qutgoing Method (]
8 AN Animals
@ Batch Code l—
# AN.C Animals - Con
o
O
#  ANN Animals - Neutral

2. Inthe Add Issue Code window, enter a meaningful title for the issue code in the Code field.
Note: For 499 activities, a recommended approach is to use a naming convention similar to
this example — Z.499.SPRING.26.MAIL

a. Z: simply pushes this code to the bottom of an alphabetized list.

b. 499: refers to the type of mailing category

c. SPRING: refers to the season of the campaign. In this example, it is during Spring.
d. 26: refers to the campaign year

e. MAIL: refers to the activity

Issue Code

499 Mailing List for Spring of 2026
Code
Z.499.5PRING.26.MAIL
Translation

499 Mailing List for Spring of 2026

[ Archived
Assigned

Default Approver

Suggested Phone Script

[] Also Add Pro/Con/Neutral Issues (with .P, .C and .N extensions)

3. Click Save.

Create and Set Up the Audience

1. Go to Contacts > Search > Search Contacts
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=8 My Contacts Lists

, Contacts
New Advanced Search
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M Search By Affiliation

§ Criteria Searches (%) Audience Characte

Affiliations

I Start Search With

Search Title

M Contacts Have Not

Viewed Outreach Emails
o Issues

2. In the Search Title field, type the same name as the issue code created for this 499-mailing
list. Include and exclude the various characteristics for this audience list. Then click Search
and Add to Menu.

20 My Contacts Lists v Find
82 Contacts Contacts Search
FE New Advanced search New Search
m Search Contacts Start Search With ‘ Contacts with Email Addresses
st Search By Affiliation Search Title 7.435.5PRING.26.MAIL
= Criteria Searches @ Audience characteristics
Q@ contacismenot Afatons
o, Viewed Outreach Emails Include Exclude v
=t since
Issues include Exclude
My Searches and Lists o
(=] Organization Include Exclude
oo Past Contacts Searches
aa City Include Exclude
= Past Affilistions Searches
= i state Include Exclude
By My Contscts Favorit I
O My Contacts Lists County Include Exclude
2IP Code Include Exclude
Age Include Exclude
Apply To ® Al O only Household Head O Not Houshold Head
(3 More - Geography
(3) More - Message Activity
() More - Service Activity
(5 More - Name and Individual Information

3. Click Yes in the confirmation window. You list will display in the My Search Views list.
Create and Set Up the Form Letter

Option 1: Create the Form Letter for the Campaign

1. Go to Library > +New > Form Letter.

2. In the Add Form Letter window, add the Name of the Form letter using the same name of the
issue code created for this 499. Select the appropriate values for the other drop downs and
click Create.
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Add Form Letter X

Add Form Letter
Nome
IZ.499.5PR|NG.26.MA|L I
Tvpe
Form Letter hd
Directory
Form Letters Xw
Format
Senate Staff Signature Template Xw
MMaildate_on letter for printing merze
¢, Mailname bazad on salutation merge
Mail address title marge
Mail.address.orzl merge
MMail addrass orz? mergs
MATL DATE_OM_LETTER,_FOR_F Mail address addr]l merze
Mail address addr? merze
Dear enswsletter salutation_for_merging marge, MMail addrass addr} merge
Mail addrass addrd merze
. Mlail address.cszf merge
Content Begins Here Mail addrass country_translation except USA merze
Sincerely, Dear mail salutation_for mergme. merge,
MATL AIDE_FULLNAME MERGE .
A ATT ATNE DEEFERRENANNEESS TTTT R MERCF Content Begins Here

3. Click Edit.
4. In the Issues field in the Draft Form Letter window, enter the appropriate Issue code (use the

same issue code that was created earlier.) Then, draft the form letter using the menu and
toolbar options.

Draft Form Letter

Letter Detail Format

Letter Name Type

2.499.5PRING.26.MAIL ¢’ ®Form Letter O Form Letter Template [) Assignable
_ iling L i Add to Message
e,
D
Issues v Assigned To v

File=  Edit View Insert Format Tools Table Help

@®o XD RME BT YU A v & v systemFort v 12t v

L]
i
il
v,

Inl
Inl

[+

I Enter your 499 Content here! I
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5. Click Approve or Request Approval based on account permission and office procedures.

Copy  Add New Version  Check Out to OneDrive | Approve ||Request Approval | Inactive  Preview  Delete

6. Click Save.

Option 2: Create Form Letters for a Different Mailing List of the Campaign

1. Go to Library > +New > Form Letter.

2. Inthe Add Form Letter Name field, use the same naming convention but add the affiliation
codes related to the target mailing list.

For example, these Form Letters are used for the 499s scheduled during the Spring of 2026
but for different audiences:

Add Form Letter b4

Add Form Letter

Name

|2.499.5PRING.26ARMY |

Tvpe

Form Letter hd
Directory
Form Letters Xw
Format
Senate Staff Signature Template X

Mail date_on letter_for prinfing merse

LY g, Mailname based on_salutation merge

- Mail address fitle merge
Mail addrazz.orz] merze
Mail addrass orel mersa
MATL DATE_ON_LETTER. FOR_E| Mail address addrl merze

Mail address addr? merga

Dear snswslstter salutation_for_merging merga, MMail address addr3 merzs
MMail address addrd merzs
MMail address.csz% merse

Content Bazimz Hera Mail addrass.country_translation_except USA mergs

Sineerely, Dear mail szhitation_for_mersing merga,
MATL AIDE FULLNAME MERGE

WIATI A TNE DEEFERPENADINEELS: TTTT B MWER R

Content Begins Hare

a. Z.499.SPRING.26ARMY
b. Z.499.SPRING.26NAVY
c. Z.499.SPRING.26AIRFORCE

3. Click Create.
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4. The Draft Form Letter window appears. Click Edit to modify information within the Form Letter.
Comromine

Letter Detail Format

Lemter Neme Tipe v
2.499.SPRING.26ARMY & @Form Letter O'Form Letter Template [) Assignable
Add Discussion Message
@ [] Add to Message
Issues v
Assigned To hd
Alert these Users or Groups o
File Edit View Insert Format Tools Table Help
Post
3 Alls A v & v v v EEEE E E 4 e
D®e ¥ DoDO0@E BT Y A rd System Font 12pt EE=EE EE 4
499 Content for the ARMY affiliation code goes herel]
3
_ ) 10102199
Copy  Add New Version Check OuttoOneDrive  Approve  Request Approval Inactive Preview Delete Close

Row 1

5. Click Approve or Request Approval based on account permission and office procedures.
Create the Mass Mailing

1. Go to Outreach > Mass Mailings > My Open Mailings > +New > Mass Mailing

8) Qutreach 6 (F)New A Change v R
;

Mass Mailing in 104

Views #"

Q ~ eNewslLetters

# Edit Mass Mailing | | ]

My Open eNews (30) H

100856 - 01-27-2026 M
All Open eNews (64)

100855 - 01-27-2026 M
Recently Sent eNews
(13)

100853 - 01-26-2026 M
All eNews (79)

100852 - 01-23-2026 I
eNews Subscribers

(261)
100851 - 01-23-2026 M

Image Manager (144)

FREAKIE

100842 -12-02-2025 M

A Mass Mailings

sOsJsO s s s sgs]iC]

My Open Mailings (11} * 100777 - 03-24-2025 O

My Built Mailings (3)
100775-03-24-2025 0
All Open Mailings (31)

100713 - 05-04-2024 O

LDl haoilip e oAl

2. Select All Form Letters.

HTML Form Letters All Form Letters Form Letter Template

Page 6 of 8

Leidos proprietary 2026
This information may not be used, reproduced, disclosed, or exported without the written approval of Leidos.



é\ Intranet Quorum ‘ # |eidos

3. Scroll down the list and find the Form Letter created above. You will see a preview of the
letter in the right-side reading pane. Click Select.

Z.499.5PRING.26.MAIL w1

P

The Setup page is displayed. Click the Edit Mass Mailing button.
The Mass Mailing wizard is displayed on the screen. You will be on the Content Step. Add
content and utilize the menus and toolbars. Click Save when you have finished making
changes.

Mass Mailing

Select Audience => Review

View Edit Insert Format Table Help

o

o ® System Font v 12pt v 9 ¢ ¥ 0 @ B

Enter your 499 Content here!

6. Click Select Audience.

Mass Mailing
Content >>I Select Audience >q Review

View Edit Insert Format Table Help

O ® SystemFont v 12pt v a9 ¢ % 0 B

Enter your 499 Content here!

7. In the Start With field, select the appropriate Audience Builder list.
Mass Mailing

Content => Select Audience »> Review
Nome

100855 - 01-28-2026 Mass Mailing

Start with
Audience Builder: Z.499.SPRING.26.MAIL v

8. Complete the other fields as needed
a. In the Audience Selection, select Randomly Select from Audience. Audience Size
will auto populate with 499.
b. In the Build Method field, make your selection. 1Q will build the mailing and split into
Email and Print based on the contacts preferences.
In the Exclude column:
Affiliations: Insert affiliation codes for subscribers who opted out of mailing list.
Issues: Insert issue codes for past 499 mailings with similar audiences.
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Mass Mailing x

Content >> Select Audience >> Review

Name Solutation
100859 - 01-28-2026 Mass Mailing Formal v
Start with Audience Selection
Audience Builder: Z.499.5PRING.26.MAIL ~  Use the entire audience ¥ Review Audience Size [J Include Non-Primary
R Emails in CC
Email Preferred v
Sefect Your Audience
© Set Default Inclusions/Exclusions
Add contacts with ANY of these attributes... Exclude contacts with ANY of these attributes...
OOy o 5 e g 11 X
ssues Affiliations
Form Letters Al .499.01 - 499 Mailing 01 (0) X
| v

ID#5061854
Preview R Save & Close
ow 1

9. Click Save.

10.Click Review.

11.Complete the fields in the Review step. In the Issues field, add....
12.0Once finished, click the Build button to receive a summary of the results.

Build into Print and Email Mailings x

There are 499 total contact records in the Email Preferred selection criteria.

It will generate one emailed Mass Mailing to 292 contacts.
And it will also generate another printed Mass Mailing to 207 contacts.

13. You may name this mass mailing batch for easy reference in the future. Click the Build
button again to build the mailing and send.
14.Repeat the process with additional audience lists.
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