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  	     BUSINESS INFORMATION
BUSINESS NAME

ADDRESS

CONTACT NO.

EMAIL

WEBSITE

WHAT MAKES OUR BUSINESS UNIQUE?
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PRODUCTS AND SERVICES
PRODUCT OR 
SERVICE
DESCRIPTION
PRICE






























































IDEAL CUSTOMER PROFILE
AGE / AGE GROUP:
GENDER:
OCCUPATION:
ANNUAL INCOME:
EMPLOYMENT STATUS:
EDUCATION LEVEL:
MARITAL STATUS:
LIVING ARRANGEMENT:
NO. OF CHLDREN:
NATIONALITY:
LOCATION:
PREFERENCES:

KEY STRATEGIES




COMPETITORS
COMPETITORS
THEIR EDGE
OUR EDGE
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   EMAIL OUTLINE
SUBJECT

TITLE

EMAIL PREVIEW

AUDIENCE

OBJECTIVE/S

EMAIL CONTENT
[image: ]
LINK TO
CALL TO ACTION
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CUSTOMER LIST
NAME
CONTACT NO.
EMAIL
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EMAIL MARKETING BUDGET
CATEGORY
ITEM
BUDGET
ACTUAL AMOUNT









































































TOTAL COST
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DATE
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DAILY SCHEDULE
TIME
ACTIVITIES
6 AM

7 AM

8 AM

9 AM

10 AM

11 AM

12 AM

1 PM

2 PM


TIME
ACTIVITIES
3 PM

4 PM

5 PM

6 PM

7 PM

8 PM

9 PM

10 PM

11 PM



WEEKLY SCHEDULE
TIME
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6 AM







7 AM







8 AM







9 AM







10 AM







11 AM







12 AM







1 PM







2 PM
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7 PM







8 PM 







9 PM







10 PM







11 PM








MONTH

DATE



WEEKLY GOALS
THIS WEEK’S MAIN FOCUS


MONDAY


TUESDAY


WEDNESDAY
THURSDAY
FRIDAY




SATURDAY
SUNDAY



WEEK

DATE



WEEKLY EMAIL TO-DO LIST
MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

SUNDAY


WEEK

DATE



MONTHLY SENT EMAIL REVIEW
DATE SENT
SUBJECT TITLE
CONTENT OVERVIEW
NO. OF
CLICKS
NO. OF
OPENS





































































































MONTH

DATE



MONTHLY REMINDERS
M
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MONTH

DATE



JANUARY
FEBRUARY
MARCH






APRIL
MAY
JUNE






JULY
AUGUST
SEPTEMBER






OCTOBER
NOVEMBER
DECEMBER







SIGNIFICANT DATES

MONTHLY MARKETING HIGHLIGHTS
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   EMAIL MARKETING CAMPAIGN


IDEAS 
THEMES



TOPICS
RESOURCES



BRAINSTORMING


EMAIL SENDING SCHEDULE
✔
SUBJECT TITLE
CONTENT OVERVIEW
DATE SENT
❐
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NOTES
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