Email Quality Assurance Checklist
· Stationery

· Is this stationery new?

· Does it have to be created?

· Have you just never used it?

· Has it been QA’d?

· Did we implement it or is it something that someone at the organization created?

· Are there components in the stationery that need to be updated as well?

· Date?

· Content?

· Links?

· Email Content

· Content sent in a Word document or the equivalent?

· Are links marked and denoted as to where they need to point?

· Are formatted components outlined and clearly marked as how they should appear?
· Personalization/Conditionalization?

· Criteria?

· Content for all conditions?

· Variants?

· Content for all variants?

· Links

· Test each link given

· Do they point to the intended page/form?

· Are they broken?

· Are they pointed to pages that will be (or have already been) archived?

· Images for email

· Formatted and resized?

· Captions?

· Location?

· Audience

· Who is this going to?

· Estimate of audience size?

· Interest Group?
· Do Not Mail Groups?

· Reviewer Group?

· Send Time
· Variants?

· Filters?

· Recurring?

· Scheduled or instant?
	Email Content
	

	Content received and (re)formatted
	

	Appropriate styles and images
	

	No flash, videos, etc.
	

	Personalization working for all conditions
	

	Conditionals working for all conditions
	

	Subject Line is appropriate
	

	Return address is correct
	

	Unsubscribe Link
	

	
	

	HTML Version
	

	ALL links work in HTML
	

	Images are all appearing accurately in HTML version
	

	Text appears w/ correct formatting
	

	Links are performing correctly in all states
	

	Autologin links are working
	

	
	

	Plain Text Version
	

	All links are accurate/shortcuts work correctly
	

	Text appears correctly
	

	Alt tags/Title tags removed
	

	
	

	Spam Check (<5)
	

	
	

	Review Mail
	

	Sent to Review Group
	

	Received by Review Group
	

	
	

	Test Email Clients
	

	Hotmail
	

	Gmail
	

	Yahoo
	

	Outlook
	

	AOL
	

	
	

	Test Variants
	

	
	

	Web Browsers
	

	Internet Explorer 6.0
Internet Explorer 7.0
	

	Firefox 2.0
	

	
	

	Configure Send and Confirm Approval of All Elements
	

	Target and Do Not Mail Groups
	

	Filters
	

	Audience Count
	

	Time of Send Confirmed
	

	All variants configured
	

	A/B Tests configured
	

	CLIENT APPROVAL RECEIVED IN WRITING
	

	
	

	Confirm Send
	

	Message sent?
	

	Client alerted?
	


