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QUALITY CONTROL

· Send yourself a test email 
· Check spelling and grammar
· Review the test on a desktop to make sure t that the email renders as you expect
· Review the test on a mobile phone to ensure the email is responsive and functional on a tiny screen
· Do a mental check to ensure any images load quickly (under 2 seconds) 
· Click through ALL the links to verify they work and are logical places to send your customers
· If your ESP offers inbox preview, USE IT and see how your email looks in other email clients
· Verify that personalization works, and that appropriate fallbacks are in place if you don’t have the data
· Validate your triggers in the email marketing system (e.g. DOB format is saved to data dictionary, timing is what you want it to be, etc.)
· IF your automation program is triggered based on a form completion or other action, go through the entire process (from action to email) if possible
· If you have a team, have one or two other members take a gander and provide feedback
· Absent of having a team, maybe have your significant other or a trusted friend be your 2nd set of eyeballs
· When this checklist is complete, activate your triggered message.
· The next day (or whenever is logical based on the triggers/data in your automation program) take a look at the report to validate the right people are getting the message
· Check again after 1 week.
· Go through this process again at least 1x per quarter, or whenever you update your Data Dictionary or add an Automation Program
· No seriously. Set yourself a calendar reminder if you have to. 

[image: ]
[image: ]
image1.png




