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MMC goes through a QA process on all Digital projects that come through our Department. As such, digital projects need to be thoroughly QAed to ensure things are designed and functioning appropriately across desktop, mobile, and tablet, as well as built based on the full scope and functionality of the project.


EMAIL CHECKLIST | TEST EMAIL

	TASK
	DES
	DEV
	PM

	Does the email template layout match the approved design? (Layout, fonts, image size, logos)
	
	
	

	Confirm any stock imagery is approved.
· Put in a conversation to Susan T in the project when image is approved to be purchased.
	
	
	

	Confirm all images contain alt text .
· ALT TEXT should be included in BRF.
	
	
	

	Confirm the font/link styles are consistent across the email.
	
	
	

	Ensure the email displays properly on mobile.
	
	
	

	Confirm test email includes Preview Text (if included in the BRF).
	
	
	

	Confirm Subject Line matches what is included in the BRF.
	
	
	

	Confirm FROM Name and email address is correct in FROM field.
	
	
	

	Check Links to ensure they match what is included in the BRF.
	
	
	

	Check UTM codes on Links/CTA to confirm they match what is in the BRF.
	
	
	

	Send test to Digital Team.
	
	
	

	Confirm test is ready to send to the correct list, as indicated in the BRF.
	
	
	

	Schedule Send in iContact/MMA
· Once the test email is internally approved + Client approved, take a screenshot of the scheduled email blast.
· Add the screenshot to the conversation to confirm with the Account Team and any one else that may need to know that the blast has been scheduled.
	
	
	

	Set a reminder to check email 5 minutes after scheduled blast to ensure email went out.
	
	
	

	IF EMAIL IS BUILT IN MMA
	
	
	

	Send preview test to users indicated in BRF.
· Send Test.
· Notify Account Team via a conversation in WMJ that test was sent.
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