< Signature Checklist )

The complete seasonal
email sighature
campaignh checklist

Turn everyday emails into your most
consistent seasonal channel.

Every holiday or event is a chance to get
your message in front of more people. Email
signatures are the simplest way to do it.

While ads fade and social posts scroll past, every
business email is a direct line to your audience.

It can carry timely, on-brand messages without
adding extra work.

Use this checklist to plan, launch, and measure
seasonal email signature campaigns that

align with your brand calendar, engage your
audiences, and demonstrate impact.
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01 Choose your moments

Identify seasonal opportunities:

|:| List key holidays, awareness days, and company milestones your organization plans to celebrate.
|:| Include global events as well as regional or industry-specific dates.

|:| Review previous seasonal campaigns to see which generated the strongest engagement.

Prioritize relevance:

|:| Focus on campaigns that reflect your brand values and audience interests.

I:' Keep the calendar realistic. Fewer, well-timed campaigns are more effective than many overlapping ones.

Plan ahead:

|:| Map dates with Marketing, HR, and regional teams, so internal and external messages stay aligned.

I:' Hold quarterly planning sessions to confirm creative themes and gain early approvals.

02 Align messages and design

Keep creative consistent:

|:| Use one approved color palette, font, and logo treatment across all seasonal designs.
|:| Match your email signature banners to your wider campaign creative so every message feels connected.

|:| Share approved templates or design examples to help teams adapt layouts easily while staying on brand.

Simplify the message:

|:| Focus on one clear idea or offer per campaign.
|:| Use short, inclusive copy that works across all audiences and regions.

|:| Choose accessible colors, contrasts, and layouts that display clearly on any device.

Collaborate early:

|:| Involve Marketing, HR, and Communications at the design stage to align tone and visuals.

|:| Confirm who owns final approval to avoid last-minute delays.



03 Secure early approvals

Define the review process:

|:| Identify who needs to approve each campaign. This usually includes Marketing, HR, Legal,
and Compliance.

|:| Clarify responsibilities early so feedback stays focused and relevant.

I:' Use an approval checklist to confirm copy, visuals, and links before final sign-off.

Centralize collaboration:

|:| Gather all feedback in one shared workspace or document to avoid confusion.
|:| Combine input early to reduce multiple design revisions.

|:| Keep a record of approvals to maintain consistency and compliance across future campaigns.

Keep approvals on track:

|:| Set clear deadlines for reviews and share them in advance.
|:| Send your campaign schedule to all approvers at the start of each quarter.

I:' Confirm that all assets meet brand and legal requirements before final approval.

04 Plan your targeting

Define audiences:

|:| Identify who each campaign is for, such as customers, partners, or employees.
Segment by department, region, or business unit, so messages stay relevant.

Exclude audiences that shouldn't receive specific campaigns, such as internal-only
initiatives or regional holidays.

Respect recipient preferences and ensure all campaigns are appropriate and relevant
for their audience.

1 O

Match messages to audiences:

Tailor creative and copy to suit each group’s needs.

Adjust tone for internal and external audiences. For example, use celebration messages
for employees and promotional content for customers.
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Work with local teams to confirm messages reflect cultural and regional context.

Plan timing by group:

Launch internal campaigns, such as HR or culture messages, before company-wide communications.

Align customer-facing campaigns with wider marketing activities to maintain consistency.
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Schedule delivery by time zone or business hours where relevant.



05 Add tracking

Decide what to measure:

|:| Define success metrics before launch, such as banner clicks, landing page visits,
or event registrations.

|:| Set clear campaign goals focused on awareness, engagement, or conversions.

I:' Use consistent KPIs across campaigns so performance can be compared over time.

Set up tracking links:

|:| Add UTM parameters or unique URLs to measure clicks from each campaign.
|:| Use standard naming conventions, such as “campaign_winter25,” to keep reporting clear.

I:' Keep a record of all links to prevent duplication and maintain accuracy.

Connect analytics tools:

|:| Track performance in platforms like Google Analytics, HubSpot, or Salesforce.

Combine data from all channels to understand how email signatures contribute to

overall campaign results.

Share results with stakeholders to demonstrate marketing impact.

06 Test before launch

Preview campaigns:

|:| Send test emails to confirm banners, links, and signatures display correctly.
|:| Check formatting on different devices and in major email clients.

|:| Review image sizes, alt text, and alignment to ensure accessibility and performance.

Verify targeting:

|:| Review audience segments to confirm each group receives the correct version.
|:| Double-check that test campaigns don't reach live recipients before approval.

|:| Ask one colleague outside your project team to review the test email for clarity and tone.

Check links and tracking:

I:' Click every link and banner to confirm redirects and UTM tracking work properly.
|:| Review campaign URLs for accuracy and attribution in your analytics tools.

|:| Ensure footers and disclaimers display correctly after banner placement.



07 Schedule ahead

Set campaign dates:

|:| Choose clear start and end dates for each seasonal campaign.

|:| Plan campaigns at least one quarter in advance to allow time for review and creative updates.

I:' Use a shared campaign calendar to coordinate launch dates across Marketing, HR,
and regional teams.

Organize rollout:

|:| Stagger launches to prevent overlapping messages.
|:| Schedule internal awareness campaigns before external launches to keep communication aligned.

|:| Document scheduling details, including timezone differences for global teams.

Plan resources:

Assign owners for campaign setup, monitoring, and reporting.
Prepare a contingency plan in case of delays or unexpected events.

Review timing near holidays or peak inbox periods to maximize visibility.
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Document all scheduled campaigns in a shared calendar or automation tool for easy rollout and tracking.

08 Review and refine

Analyze results:

|:| Review engagement metrics such as impressions, clicks, and conversions.

|:| Compare performance across campaigns to identify trends in timing, design, or audience response.

|:| Evaluate results quarterly to see what drives consistent engagement.

Gather feedback:

I:' Ask Marketing, HR, and regional teams what worked well and what slowed execution.
|:| Collect feedback from internal and external audiences where possible.

|:| Record lessons learned to improve next quarter’s planning.

Update and optimize:

I:' Reuse high-performing creative and messaging themes for future campaigns.
|:| Retire or refine underperforming designs.

|:| Refresh your campaign calendar each quarter to keep content timely and relevant.



How to simplify every step with Exclaimer

You've planned, aligned, tested, and refined your seasonal campaigns. But managing all of
these steps manually takes time and constant coordination.

Running seasonal campaigns shouldn't feel like a full-time job. Exclaimer automates everystep,
so your team can focus on creativity, not administration.

Plan once, run automatically:

— Schedule campaigns in advance so banners and messaging update on time, without manual
edits or employee involvement.

Target with precision:

— Assign campaigns by department, region, or audience, so every message reaches the right
people at the right time.

Stay consistent and compliant:
— Apply approved designs across every email without worrying about formatting or brand drift.
— Give Marketing and HR full control of campaign content while IT retains oversight and governance.

Track performance effortlessly:
— Measure impressions, clicks, and engagement through Exclaimer’s analytics dashboard.
— Use these insights to refine future campaigns and demonstrate impact.

- ~ e Book a demo today

| to see how Exclaimer
- : makes every seasonal

campaign automatic.

N
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