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Email Pre-Send Checklist!

Complete this checklist, and hit send with confidence

01) The Details

Subject Line

(O Spelling and grammar is correct.

(O Personalisation displaying correctly.

Pre-header Text

(O Updated and relevant to message.

(O Spelling and grammar is correct.

Sender Details

(O 'From’ name is correct.
(O 'From' address is correct.
(O 'Reply to' address is correct.

(O Company name and physical address
is accurate.

Footer

(O Correct unsubscribe/preference
function is linked.
(O Footer spelling and grammar is correct.

02) The Emails

Content

(O Spelling and grammar is correct.

(O Personalisation displaying correctly.

(O There is adequate & consistent spacing.
(O All hyperlinked text linked to correct URLs.
(O All links are UTM tagged as required.

(O Signoff have been updated.

(O Social icon linked to correct pages.
Images

(O Allimages have alt text.

(O Linked images direct to correct URLs.
Buttons

(O Correct button style used.

(O Button label is correct.
(O Button is linking to the correct URLs.

05) The Send

(O Appropriate team member is aware of send.

O Time and date of send is selected correctly.
(O Send has been scheduled.




