EMAIL REQUEST TEMPLATE FOR REQUESTED EMAILS TO PARTNERS
This template is meant for any partner who is requesting an email be sent to our Partnership distribution list for upcoming events, programs, etc. The request must be approved by the Director of Partnerships before submitting this template. The template should be filled out completely to ensure the email goes out in a timely manner. 
REQUESTED DATE FOR DISTRIBUTION: 
EMAIL TITLE: Should reflect the Organization, Event, and Purpose

	Subject Line
	EX: Don’t miss your chance to register! 

	Lead Graphic
	INSERT IMAGE HERE:

Size Requirements: Minimum 600 px wide, Maximum 1600 px wide
JPG or PNG preferred 

	Headline At Top of Email Body
	EX: Secure your spot for the Governor’s Small Business Summit — Arlington!

	Body Copy
	Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est laborum.

	Call to Action Button
	BUTTON TEXT: Ex: Register Now
URL: 

	Text Below Call to Action
	Ex: For more information contact John Smith at john.smith@abcdeg.net. 

	Email Schedule:
	Date the email is requested to be sent



