MESSAGE REQUEST FORM


	Billing #: 
	01-9103-45-4900

	Mailing name:
	ModernMedicine Career Alert

	Product:
	eMail Newsletter

	Contact:
	Dan Hondl

	Date:
	01/21/2010

	Phone:
	218-740-6318

	E-Mail:
	dhondl@advanstar.com


Thank you for your e-mail order. Please answer the questions below to confirm your order and to ensure your broadcast meets with the CAN-SPAM laws.  The information below must be answered before we can process your order.  Please save this document and verify that all contact information is correct, complete the following below and email back to the Lyris Group (acidirect@advanstar.com)
(1)  HTML Document (if applicable)
You can broadcast a HTML message to those that can receive and view HTML formats. Please make sure you send your file with an ‘.htm’ or ‘.html’ file extension, sent as an attachment. The message cannot be created in a word processing program and saved as a HTML document. All graphics and photos must be hosted on your web site and sourced within the html document. 
When broadcasting a HTML message you must also provide a text message for recipients that are not able to receive and view HTML formats. 

Requirements for the HTML email document:

· No use of Flash animation, javascripting or CSS positioning.

· No HTML documents that were built in Word or any word processing application and converted to HTML


Recommendation for the HTML email document:

· Use ALT text on all images

· Title the HTML document

· Keep image file sizes to 75kb or lower.

· Limit use of images; don’t over burden the email with images.

· It is best not to make text as an image or the whole email as an image, sliced up or as a single image.

· Limit CSS use.

· If CSS is used, make sure that the CSS style code is placed in between both the header tags (<head></head>) and in the body tags (right after open body tag, <body>). 

· We recommend that the emails should be 600-700 pixels wide, to ensure fit in most email preview panes.

· Keep the email brief, if you have lengthy or detailed content; host it on your server and link to it.

(2) Text Message
You must provide a text message (even if you've opted for HTML) and it must be an attachment with a ".txt" extension. The message must be text only and cannot include any artwork, symbols, logos, graphics, color or attachments.  Text message must be created in notepad or similar non rich text format program.  Text document should have full paths for urls (example:  http://www ).  Creative should be reviewed and finalized before submitting.
(3) "From line" information:  Please use the space below to identify your ‘from line’.  The 'from line' cannot include HYPHENS, PERIODS, @, etc.  If nothing is noted, we will use your company’s name as the sender.   No names in the from line unless followed or preceded by the company name.  All Header information, including the From line, must be truthful.

Enter your selected “from line” in the space below:

ModernMedicine Careers

	


(4)  "Subject line" information
Please provide a subject line for your e-mail broadcast. The subject line cannot exceed 100 (one hundred) characters including spaces.  But it is recommended not more than 50 characters, as this is the maximum that is viewable in your inbox.  The subject line must be clear and truthful.
Enter your selected subject line in the space below:
Jobs Just Posted & Free Resume Posting
	


(5)  No dollar signs, words like “FREE” or figures in the subject line.  Do not use “FREE” in body of message, dollar signs or captilization in the body of the message.  

For quick reference go to:  http://www.wilsonweb.com/wmt8/spamfilter_phrases.htm  “Words and Phrases that Trigger Some Spam Filters”
 (6) Personalization Options
You may add personalization to the salutation of your text message with first name, last name, or both (Dear Mr. Jones, Dear Tom Jones, Dear Tom, title or company name).  You will need to insert a placeholder for the merge field.  For instance: Dear {Firstname} or Dear {Lastname}.  The ones we use (which are typical to most systems are: {first} {last}.  Then, we can locate the placement and change the placeholders to the merge field.  This can also be done for HTML messages by writing this into the HTML coding.  If you do personalization and you have it in a box/image you must add spot for personalization to creative, this must be a text area clearly defined such as “Dear Full Name”.
	Personalize:
	YES:
	
	NO:
	x

	Personalize first name only:
	YES:
	
	NO:
	x

	Personalize last name only:
	YES:
	
	NO:
	x

	Personalize both the first and last name:
	YES:
	
	NO:
	x


***If selected personalization, please supply the applicable names for your provided e-mail addresses in# 7 (tests) and #8 (finals) below.

(7) Provided test e-mail addresses.
Once you have provided the applicable messages, you will receive a test (must be approved) before the final broadcast. You can opt to add no more than ten (10) additional internal only colleague e-mail addresses to receive the test at no additional charge. List all addresses for the test below.  If available, we recommend using different ISP addresses to verify how message will be received in AOL, yahoo and msn, etc. accounts.
***If selected, please supply the first and last names for your provided e-mail addresses.
	dhondl@advanstar.com
	Dan
	Hondl

	ddesarle@advanstar.com
	Drew
	DeSarle

	jburleson@advanstar.com
	Jane 
	Burleson

	
	
	


(8) Provided final broadcast e-mail addresses.

The addresses that receive the tests will also receive the final broadcast; it is not necessary to list them again if they are already listed in #7.  Once you have approved the test, you will receive the final broadcast message. You can opt to add no more than ten (10) additional internal only colleague e-mail addresses for the final broadcast at no additional charge. List all addresses for the final broadcast below.  If available, we recommend using different ISP addresses to verify how message will be received in AOL, yahoo and msn, etc. accounts. 
	dhondl@advanstar.com
	Dan
	Hondl

	ddesarle@advanstar.com
	Drew
	DeSarle

	jburleson@advanstar.com
	Jane 
	Burleson

	
	
	


Please note: We will send a test message according to # 7 above within 24 hours of receiving your signed contract. If you would like to make changes (adding spaces, correcting typos or re-wording text), please forward with this information to acidirect@advanstar.com  with specific detail of each change.  
If the message is accurate and complete, please forward the test message to acidirect@advanstar.com and type the word ‘approval’ to signify that you want the message deployed in its current state (as per the test).  Once you approve the test, your message(s) will be broadcasted within 2 (two)-business days of the time stamp and date.
To view the Federal CAN SPAM Law please go to these websites:

http://www.spamlaws.com/federal/108s877.html
http://thomas.loc.gov/cgi-bin/query/C?c108:./temp/~c108RUc9LR
1/20/2010  4:23 PM
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