e-Blast, e-Postcard, & e-List Rental spec sheet

Materials needed:

° Complete HTML file
e Final creative must be completed
& submitted in complete HTML
format
® Images in this HTML must be
served on the client server
e Setalt tags to all images

e Opt-out link
e Physical address must be included
in HTML

° Opt-out list to be purged against our database

° From line — including name and e-mail address

° Subject line

° E-mail contact list for test launch and proofing

° Contact to receive final test launch and to give
final approval

Specs:

° All final material must be sent in
HTML format

° Page width max 700px

° Total images file size 60k max

° No flash, javascript or animated gif

Client Check List

[[] Complete HTML document
[] Opt-out link

[] Opt-out list

[] From Name

[] From Address

[] Subject Line

[] Test launch list

[] Final Contact

File Transmission

Please submit small non-zipped files to
focus.production@meetingsmedia.com

To submit large files, please upload them to our
FTP directly as compressed zip files:

FTP: http://uploading.meetingsfocus.com/internet

Username: SmmFTP
Password: Smm411 sample e-blast

Once connected to our FTP, place files in the
Meetings_Focus folder and identify them by
company name. (i.e. company_roomz2.jpeg)

Please send a confirmation e-mail to:
focus.production@meetingsmedia.com
when completed.
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