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	REQUESTOR'S NAME & DEPARTMENT
	Enter the name and department initiating the email campaign.
	CONTACT INFORMATION
	Provide your email and phone number for any follow-up discussion.


	EMAIL CAMPAIGN TITLE
	Specify a clear title for your email marketing campaign.
	CAMPAIGN OBJECTIVES
	Define what you aim to achieve (e.g., lead generation, customer retention).
	TARGET AUDIENCE
	Describe who the email is intended for, including any segmentation details.
	EMAIL CONTENT OVERVIEW
	Summarize the key message or offer to be communicated.
	CALL TO ACTION
	Detail the specific action you want recipients to take.
	EMAIL FORMAT
	Indicate the format (newsletter, promotion, announcement).
	CONTENT REQUIREMENTS
	Describe any specific content needs (text, images, links).
	CREATIVE ASSETS NEEDED
	List any graphics, logos, or templates required.
	SENDING DATE AND TIME
	Specify when you intend the email to be sent.
	PREFERRED EMAIL PLATFORM
	Name the email marketing software or service to be used, if any.
	SUBJECT LINE SUGGESTIONS
	Provide potential subject lines for A/B testing.
	PREHEADER TEXT
	Suggest text for the email preheader.
	APPROVAL PROCESS
	State who needs to review and approve the email before sending.
	ADDITIONAL NOTES
	Use this space for any other relevant information or specific requests.




	
DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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