IHS DAILY

BUSINESS GUIDES

VISIT US AT INSIDEHS.COM

Email Campaign Pre-Send Checklist

Planning an email campaign is so much more than writing some
content, choosing an image and pressing send.

There is a multitude of free and paid-for email platform providers, all offering data management,
message templates, ease of creation, send and tracking monitoring. Here at IHS Marketing, we
use MailChimp, for example, but there is an option for every budget, technological and design
capability and reporting requirement. Just make sure there is good support for when things
don’t go to plan.

Once you have a platform in place, the next step is to plan and prepare your email campaigns. In
this Daily Business Guide, we share our email campaign pre-send checklist. We use this
checklist every time we send an email to make sure there are no mistakes.

YOUR EMAIL SEND CHECKLIST
1. Define the email’s purpose and goal:

e Who is the message designed for?
e What is the objective of the message?
e Will this message be a one-off send or part of a series?

2. Check your data and determine who is receiving the message:

Make sure that you start with a clean data list and then segment your data/target audience. Are you
sending it to a target group or all subscribers?

3. Review the content of your message:

Subject line

Headline

Personalisation

Body copy - keep it brief and easy to scan read
Include bullet points where appropriate

In-text links



4. Review your objective and key call to action:

e Why will the recipients respond to your call to action?
e Do the action links work correctly?

e Will the call to action button grab attention?

e Isthe call to action easy to read?

5. Review any included images:

Do they include links?

Have you included ALT Tags?

Are they relevant to the message?
Are they sized correctly?

6. Review the footer content:

Is the information up-to-date?

Are social icons linked?

Have you included a permission reminder?
Have you included an unsubscribe message?

7. Insert tracking:

Click through rate

Impressions

Buy now actions

UTM codes

Google Analytics

What measurement defines success: Revenue/Downloads/Clicks/Leads/Opens

8. Technical send considerations:

e What is your from name? Who are your subscribers expecting to get an email from?
e What is your from email address? Make sure that it includes your brand name.
e What is your reply-to address? Make sure that it includes your brand name.

9. Test, test and test again:

Send internally and review

Check links

Check buttons

Check image load

Does the email display well on mobile and desktop?

10. Schedule the send:

Determine the best time to send your email campaign. Some platforms indicate the best time to
send an email to your data list. This is a helpful way to improve your open and response rates.

If you do not have this capability, test different send times (including the day) to see which day and
time results in the best responses.



REQUIRE EMAIL ASSISTANCE?

Looking for help? The IHS Marketing Team can provide support for all your marketing needs,
including email, video development, website and social media audits, research and analysis,
actions and activity.

Visit the www.insidehs.com/dailyupdate page for more information. Follow Inside Hospitality
Solutions on LinkedIn and subscribe to our monthly newsletter.
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