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	Technical Details About the Webinar

	Zoom Platform

	Webinar Creator Name 
	

	Webinar ID
	

	Webinar Password
	

	Campaign Overview

	Business Owner (person that asked to submit request)
	

	Audience Country OR Region (list countries if more than one)
	

	Language
	

	Assets Requested 
Identify all assets relevant to this request.

		Emails
	Send Dates
***Invite send dates must be pre-approved in email calendar w/ Olga Gobat or David Schmidt prior to submitting this request in HappyFox.
	Weblfow Landing Page

	☐ Invite Email 1
	
	☐ Registration Landing Page            

	☐ Invite Email 2 (Reminder)
	
	☐ Convert to On-Demand Page            

	☐ Invite Email 3 (Reminder)
	
	

	☐ Registration Confirmation Email            
	
	

	☐ 1 Day Reminder Email
	
	

	☐ 1 Hr Reminder Email
	
	

	☐ Follow-Up Email - Attended
	
	

	☐ Follow-Up Email – No Show
	
	




	Who is your target audience?
Please choose audience from the persona options OR from the Job Level/ Job Function options









Persona










OR
		Persona
	JL &/or JF Included In Each Persona

	☐ Board & C-Suite
	Board Level

	
	Finance, Procurement, Corporate Development, General Management, ESG, Legal, Information Technology, Project Management

	
	C-Suite Level: Digital, Marketing, General Management, Operations, Corporate Development, Finance, Procurement, Administration and Support Services, Academic, Media / Analyst, Students/Interns, Customer Experience, Customer Service, Default

	☐ CHRO
	C-Suite Level: HR - Assessment, HR - Engagement, HR - Employee Experience, HR - Leadership and Development, HR - Learning, HR - Recruitment and Acquisition, HR - Talent Management, HR - Compensation and Benefits, HR - Organizational Design, HR – Generalist, HR - Diversity and Inclusion

	☐ HR Gen
	Director, Manager, Other, Professional, Vice President, Default:

	
	HR - Generalist, HR - Assessment, HR - Engagement, HR - Organizational Design, HR - Employee Experience, HR - Diversity and Inclusion

	☐ Other
	Director, Manager, Other, Professional, Vice President, Default:

	
	Academic, Administration and Support Services, Marketing, Media / Analyst, Students/Interns, Default, Operations, Digital, Customer Experience, Customer Service

	☐ Talent Acquisition
	Director, Manager, Other, Professional, Vice President, Default:

	
	HR - Recruitment and Acquisition

	☐ Comp & Benefits
	Director, Manager, Other, Professional, Vice President, Default:

	
	HR - Compensation and Benefits

	☐ LD
	Director, Manager, Other, Professional, Vice President, Default:

	
	HR - Leadership and Development, HR - Talent Management, HR - Learning

	☐ Sales
	C-Suite, Director, Manager, Other, Professional, Vice President, Default:

	
	Sales/Business Development




	



Job Level/ Job Function
		Job Level
	Job Function

	☐ Board Level
	☐ HR Assessment
	☐ HR Generalist
	☐ Finance	

	☐ C-Suite Level
	☐ HR Engagement
	☐ Digital
	☐ Procurement

	☐ Director
	☐ HR Employee Experience
	☐ ESG
	☐ Administration & Support Services

	☐ Manager
	☐ HR Leadership & Development
	☐ Marketing
	☐ Academic

	☐ Other
	☐ HR Learning
	☐ Sales/ Business Development
	☐ Media/ Analyst

	☐ Professional
	☐ HR Recruitment & Acquisition
	☐ Legal
	☐ Students/ Interns

	☐ Vice President
	☐ HR Talent Management
	☐ General Management
	☐ Customer Experience

	☐ Default
	☐ HR Compensation & Benefits
	☐ Operations
	☐ Customer Service

	
	☐ HR Organizational Design
	☐ Information Technology
	☐ Project Management

	
	☐ HR Diversity & Inclusion
	☐ Corporate Development
	☐ CHROs




	Repeating Variables to be Used in Assets Requested

	Webinar title to be used in MKTO assets requested
	

	Webinar details to be used in assets requested

The format provided here for the input values will be the format used across all Marketo assets requested
		Label
	Label Translation (if webinar will be in a language other than english)
	Example Input Values
	Input Your Values Here &/ or translation 
Please use proper capiatalization & punctuation.

	Date: 
	
	Month DD, YYYY
	

	Time: 
	
	## am EST | ## am CST | ## am PST
	

	Duration:
	
	##h ##m
	




	Email Addresses to be used for sender and reply-to of all non-operational email assets requested. 

By default, the sender for all operational emails will be do-not-reply@reply.kornferry.com and the reply-to will be the email address you indicate in this section. 
		Default Value
	Instructions
	Input Your Values Here

	Sender: insights@reply.kornferry.com
	If you would prefer a different email address, please provide it. 
	

	Reply-to: insights@reply.kornferry.com
	If you would prefer a different email address, please provide it. 
	




	Repeating variables to be used for assets requested
		Default Value
	Instructions
	Translation 
Please use proper capiatalization & punctuation

	Hi {{lead.First Name}},
	If webinar will be in another language, please provide translation for the desired greeting.
	

	Korn Ferry Webinar - <Include Webinar Title>
	If webinar will be in another language, please provide translation for "Korn Ferry Webinar - <Include Webinar Title>.”
	

	Contact Us
	If webinar will be in another language, please provide translation for “Contact Us.”
	

	Sign Up
	If webinar will be in another language, please provide translation for “Sign Up.”
	

	Register now
	If webinar will be in another language, please provide translation for “Register Now.”
	

	Add to calendar.
	If webinar will be in another language, please provide translation for “Add to calendar.”
	

	Link in calendar
	If webinar will be in another language, please provide translation for “Link in calendar.”
	

	Use this link to join:
	If webinar will be in another language, please provide translation for “Use this link to join.”
	

	Webinar Password:
	If webinar will be in another language, please provide translation for “Webinar Password.”
	

	Kind regards,
	If webinar will be in another language, please provide translation for the sign off.
	

	Korn Ferry
	If webinar will be in another language, please provide translation for “Korn Ferry.”
	




	Repeating bullet point variables to be used specifically in follow-up emails and MKTO on-demand landing page 
		Default Value
	Instructions
	Translation 
Please use proper capiatalization & punctuation

	Webinar Recording
	If webinar will be in another language, please provide translation for “Webinar Recording” if one will be provided.
	

	Additional Resource
	If webinar will be in another language, please provide translation for “Additional Resource” if one will be provided. 
	

	Slides
	If webinar will be in another language, please provide translation for “Slides” if they will be provided. 
	

	Summary
	If webinar will be in another language, please provide translation for “Summary.”
	

	Dowloads
	If webinar will be in another language, please provide translation for “Downloads.”
	

	Click Here
	If webinar will be in another language, please provide translation for “Click Here.”
	

	Webinar Recorded On:
	If webinar will be in another language, please provide translation for “Webinar Recorded On.”
	




	Banner for Invite Emails

	The banner used for invite email assets for webinars is the Join Us Live banner. If you would like a different banner to be used, please indicate below which banner you would like to use instead. 

	Preferred Banner for Invite Emails (if applicable):
	

	Banner Image file to be used within banner for invite emails:
	Please attach the image file to your HappyFox request. For best results, image size should be 600x679 px.



	Provide Copy for Requested Assets Below
Any of the following sections that aren’t needed can be left blank.

	Invite Email 1
Up to two invite reminder emails may be sent to non-registered recipients, in addition to the initial invite.

	Subject Line 
	

	Preheader Text
	

	Complete/ Final Email Body Copy

***Please provide UTMs for any URLs that lead to a KF.com page that will be included in the email. 
		Pre-Set Email Layout
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Webinar Title
	No input needed. Webinar title provided above will be used here.
	

	Date: MM DD, YYYY
Time: ## am EST | ## am CST
Duration: #h
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Hero Copy (Optional)
	Please provide optional hero copy which is placed in the email header between the duration and first CTA button.
	

	CTA Button <Register now> 
	No input needed unless you would like a different CTA to be used here. If webinar will be in another language, translation provided above will be used here.
	

	Email Body Copy Only
	Please provide copy for email body excluding any details already provided in prior email layout sections for this email.
	

	CTA Button <Register now> 
	No input needed unless you would like a different CTA to be used here. If webinar will be in another language, translation provided above will be used here.
	




	[bookmark: _Hlk22047263]Invite Email 2 (Reminder)
Up to two invite reminder emails may be sent to non-registered recipients, in addition to the initial invite

	Subject Line 
	

	Preheader Text
	

	Complete/ Final Email Body Copy

***Please provide UTMs for any URLs that lead to a KF.com page that will be included in the email.

		Pre-Set Email Layout
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Webinar Title
	No input needed. Webinar title provided above will be used here.
	

	Date: MM DD, YYYY
Time: ## am EST | ## am CST
Duration: #h
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Hero Copy (Optional)
	Please provide optional hero copy which is placed in the email header between the duration and first CTA button.
	

	CTA Button <Register now> 
	No input needed unless you would like a different CTA to be used here. If webinar will be in another language, translation provided above will be used here.
	

	Email Body Copy Only
	Please provide copy for email body excluding any details already provided in prior email layout sections for this email.
	

	CTA Button <Register now> 
	No input needed unless you would like a different CTA to be used here. If webinar will be in another language, translation provided above will be used here.
	




	Invite Email 3 (Reminder)
Up to two invite reminder emails may be sent to non-registered recipients, in addition to the initial invite

	Subject Line
	

	Preheader Text
	

	Complete/ Final Email Body Copy

***Please provide UTMs for any URLs that lead to a KF.com page that will be included in the email.

		Pre-Set Email Layout
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Webinar Title
	No input needed. Webinar title provided above will be used here.
	

	Date: MM DD, YYYY
Time: ## am EST | ## am CST
Duration: #h
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Hero Copy (Optional)
	Please provide optional hero copy which is placed in the email header between the duration and first CTA button.
	

	CTA Button <Register now> 
	No input needed unless you would like a different CTA to be used here. If webinar will be in another language, translation provided above will be used here.
	

	Email Body Copy Only
	Please provide copy for email body excluding any details already provided in prior email layout sections for this email.
	

	CTA Button <Register now> 
	No input needed unless you would like a different CTA to be used here. If webinar will be in another language, translation provided above will be used here.
	




	Registration Confirmation Email

	Subject Line 
		Default Value
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Registration Confirmation: <Webinar Title>
	If webinar will be in another language, please provide a translation for “Registration Confirmation.” Webinar title provided above will be used here.
	




	Preheader Text
		Default Value
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Thank you for your registration! We are looking forward to having you join us. 
	If webinar will be in another language, please provide a translation. 
	




	Complete/ Final Email Body Copy

***Please provide UTMs for any URLs that lead to a KF.com page that will be included in the email.

		Pre-Set Email Layout
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Hi {{lead.First Name}},

	No input needed. Greeting provided above, in campaign overview section, will be used here.
	

	You have successfully registered for the webinar.
	If webinar will be in another language, please provide translation for this sentence.
	

	Webinar Title
	No input needed. Webinar title provided above, in campaign overview section, will be used here.
	

	· Date: Month DD, YYYY
· Time: ## am EST | ## am CST
· Duration: #h
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Add to calendar.
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Use this link to join:
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Webinar Password:
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Kind regards,
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Korn Ferry
	No input needed. If webinar will be in another language, translation provided above will be used here.
	




	24 hr Reminder Email (to be sent to registered people)

	Subject Line 
		Default Value
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Reminder: Webinar Begins in 1 Day - <Webinar Title>
	If webinar will be in another language, please provide a translation. Webinar title provided above will be used here.
	




	Preheader Text
		Default Value
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	The webinar is one day away! We are looking forward to having you join us.
	If webinar will be in another language, please provide a translation. 
	




	Complete/ Final Email Body Copy

		Pre-Set Email Layout
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Hi {{lead.First Name}},

	No input needed. Greeting provided above, in campaign overview section, will be used here.
	

	This is a reminder that the webinar you are registered for is tomorrow.
	If webinar will be in another language, please provide translation for this sentence.
	

	Webinar Title
	No input needed. Webinar title provided above, in campaign overview section, will be used here.
	

	· Date: Month DD, YYYY
· Time: ## am EST | ## am CST
· Duration: #h
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Add to calendar.
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Use this link to join:
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Webinar Password:
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Kind regards,
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Korn Ferry
	No input needed. If webinar will be in another language, translation provided above will be used here.
	




	1 hr Reminder Email (to be sent to registered people)

	Subject Line 
		Default Value
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Reminder: Webinar Begins in 1 Hour - <Webinar Title>
	If webinar will be in another language, please provide a translation. Webinar title provided above will be used here.
	




	Preheader Text
		Default Value
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	The webinar is one hour away! We are looking forward to having you join us.
	If webinar will be in another language, please provide a translation. 
	




	Complete/ Final Email Body Copy

		Pre-Set Email Layout
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Hi {{lead.First Name}},
	No input needed. Greeting provided above, in campaign overview section, will be used here.
	

	This is a reminder that the webinar you are registered for begins in 1 hour.
	If webinar will be in another language, please provide translation for this sentence.
	

	Webinar Title
	No input needed. Webinar title provided above, in campaign overview section, will be used here.
	

	· Date: Month DD, YYYY
· Time: ## am EST | ## am CST
· Duration: #h
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Add to calendar.
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Use this link to join:
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Webinar Password:
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Kind regards,
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Korn Ferry
	No input needed. If webinar will be in another language, translation provided above will be used here.
	




	Follow up email (attended)

	Subject Line 
		Default Value
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Thank You for Attending! Webinar Materials Enclosed: <Webinar Title>
	If webinar will be in another language, please provide a translation. Webinar title provided above will be used here. 
	




	Preheader Text
		Default Value
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	We hope you enjoyed the webinar. Find the recording and additional information enclosed.
	If webinar will be in another language, please provide a translation. 
	




	Complete/ Final Email Body Copy

***Please provide UTMs for any URLs that lead to a KF.com page that will be included in the email.


		Pre-Set Email Layout
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Hi {{lead.First Name}},
	No input needed. Greeting provided above, in campaign overview section, will be used here.
	

	Thank you for attending our webinar. We hope you found the content informative and insightful. Please find the links to the recording and additional information below.

If you have any questions or would like to learn more about our solutions in this area, please don't hesitate to contact us.
	If webinar will be in another language, please provide translation for these sentences.
	

	Webinar Title
	No input needed. Webinar title provided above, in campaign overview section, will be used here.
	

	· Webinar Recording
· Additonal Resource
· Slides
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Kind regards,
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Korn Ferry
	No input needed. If webinar will be in another language, translation provided above will be used here.
	




	Follow up email (no-show)

	Subject Line 
		Default Value
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Sorry We Missed You! Webinar Materials Enclosed: <Webinar Title>
	If webinar will be in another language, please provide a translation. Webinar title provided above will be used here. 
	




	Preheader Text
		Default Value
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Missed the webinar? Find the recording and additional information enclosed.
	If webinar will be in another language, please provide a translation. 
	




	Complete/ Final Email Body Copy

***Please provide UTMs for any URLs that lead to a KF.com page that will be included in the email.


		Pre-Set Email Layout
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Hi {{lead.First Name}},
	No input needed. Greeting provided above, in campaign overview section, will be used here.
	

	Thank you for your interest in our webinar. Please find the links to the recording and additional information below.

If you have any questions or would like to learn more about our solutions in this area, please don't hesitate to contact us. 
	If webinar will be in another language, please provide translation for these sentences.
	

	Webinar Title
	No input needed. Webinar title provided above, in campaign overview section, will be used here.
	

	· Webinar Recording
· Additonal Resource
· Slides
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Kind regards,
	No input needed. If webinar will be in another language, translation provided above will be used here.
	

	Korn Ferry
	No input needed. If webinar will be in another language, translation provided above will be used here.
	




	Event Registration Landing Rage

	

	Registration Landing Page Text 
		Pre-Set Landing Page Layout
	Instructions
	Input Your Values Here &/ or translation 
Please provide finalized copy with proper grammar, spelling, capiatalization, spacing, and punctuation as you would like it to appear in the assets.

	Slug
	The event title will become the slug by default. If you prefer for the slug to be something else, please provide it. Otherwise, no input needed. 

www.kornferry.com/about-us/events-webinars/<slug>
	

	Event Title (character limit 60)
	Provide the title as you would like for it to appear at the top of the page. Please note there is a character limit of 60 for this field. 
	

	Event Date

	Provide event date.
	

	End Date

	Only applies to events that span multiple dates. Provide end date (if applicable). 
	

	Time
	Provide the start time as you would like for it to appear on the page (## am EST | ## am CST | ## am PST).
	

	Duration
	Provide the duration as you would like for it to appear on the page (##h ##m).
	

	Sub-heading (character limit 160)
	Provide the sub-heading copy that will appear between the image & event details. Please do not use this field for title of the event as the title already has a dedicated space at the top of the page. Please note there is a character limit of 160 for this field.
	

	Article (Body Copy)
	Provide body copy which will appear between the event details and the form. Please do not repeat event details in this sections already provided in sections (ie. date, time, duration) of the registration landing page.
	

	Images
	Please attach images per the following guidelines to your HappyFox request. 

· File names: letters, numbers, or dashes only (no spaces or special characters)
· File size: under 200 KB
· When requesting images, please ask for them to optimized for the web. 
· Otherwise, please optimize the images via https://tinypng.com/ if needed
· Image Sizes:
· Header: 1200x627
· Thumbnail/Mobile: 375x300
	<<<<<< Please follow the image submission guidelines to help avoid delays with your event request. Images that do not meet these requirements will need to be resubmitted before we can move forward.





	
		Event Speakers


Please attach headshot image files for speakers to your HappyFox request.

	Speaker 1
		Speaker’s First & Last Name
	

	Title
	

	Bio URL
	




	Speaker 2
		Speaker’s First & Last Name
	

	Title
	

	Bio URL
	




	Speaker 3
		Speaker’s First & Last Name
	

	Title
	

	Bio URL
	




	Speaker 4
		Speaker’s First & Last Name
	

	Title
	

	Bio URL
	




	Speaker 5
		Speaker’s First & Last Name
	

	Title
	

	Bio URL
	




	Speaker 6
		Speaker’s First & Last Name
	

	Title
	

	Bio URL
	




	Speaker 7
		Speaker’s First & Last Name
	

	Title
	

	Bio URL
	




	Speaker 8
		Speaker’s First & Last Name
	

	Title
	

	Bio URL
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