
Email Audit Timeline            A Planning Schedule
NOTE: This timeline is presented to complete an email audit in eight weeks, but 
you can adjust the tasks to do it faster or slower. That’s entirely up to you and 
your schedule.

WEEK 1	 WEEK 2	 WEEK 3	 WEEK 4	 WEEK 5	 WEEK 6-8	 WEEK 8	 ONGOING

•	Analyze 	
	 flow charts

•	Delegate  
	 audit tasks

•	Interview  
	 staff, vendors  
	 & customers

•	Evaluate  
	 subject line,  
	 header &  
	 footer

•	Pinpoint and  
	 fix any  
	 security or  
	 privacy issues 

•	Tweak email  
	 elements

•	Continue  
	 tweaking,  
	 testing and  
	 tracking stats AUDIT 

DONE

•	Do mini- 
	 audits of all  
	 new emails

•	Continue to  
	 experiment  
	 and track  
	 stats 

•	Gather  
	 historical  
	 data

•	Discuss  
	 security  
	 concerns

•	Evaluate  
	 content and  
	 format

•	Begin reputation   
	 repair (if needed)

• 	Evaluate  
	 vendors, adding  
	 more if needed

•	Do test runs  
	 (monitor  
	 related stats)

• Check  
	 reputation  
	 status

•	Study analytics 
	 for trends  
	 (what works,  
	 what doesn’t)

•	Incorporate  
	 changes  
	 based on  
	 analytics
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