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Four Step Consulting Services 

CHECKLIST 
 
Step 1: Identify. Establish strategy, goals and campaign plan 
 
Business 

• State of your business 

• Business objectives & strategy 

• Business tactics for email marketing 

• Performance expectations 
 
Email Marketing 

• State of your email marketing 

• Email marketing objectives & strategy 

• Tactics: Campaign calendar 

• Performance expectations 
 
Step 2: Set Up. ESP account, HTML design template & customer database 
 
Account 

• Setup client’s ESP account (prepay 6 months) 

• Establish client’s account contact administration and user rights access 

• Upload client’s list and segmentation profiles 

• Create email signature and default message reply 

• Create website ink and email signup form for client’s website 

• Create welcome letter for new registrants from client’s website 

• Configure profile preference page for recipients opt-in/out selection 
 
HTML Design Template 

• Select of appropriate HTML template(s) 

• Customize email format using client’s color scheme, branding, logos, and URLs 
 
Customer Database Upload 

• Upload client’s customer list 

• Segmentation profiles 
 
Step 3: Execution. Email deployment schedule 
 
Campaign Execution 

• Email content development, including subject line, A/B split 

• Permission reminder 

• Image loading and resizing 

• Pre-deployment message testing and client approval 

• Email scheduling 

• Email deployment confirmation 
 
Step 4: Measure. Report & analyze 
 

• Reporting analysis (opens, click thru leads, bounces, unsubscribes) 

• A/B test findings 

• Campaign modifications recommendations 

• List maintenance recommendations (imports, bounces, unsubscribes) 


