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	Technical Details About the Event

	Zoom Platform

	Event Creator Name 
	

	Event ID
	

	Event Password
	

	Campaign Overview

	Business Owner (person that asked to submit request)
	

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

	Language
	Japanese

	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            

	☐ Registration Confirmation Email            
	
	☐ Convert to On-Demand Page            

	☐ 1 Day Reminder Email
	
	

	☐ 1 Hr Reminder Email
	
	




	Repeating Variables to be Used in Assets Requested

	Event title to be used in MKTO assets requested
	

	Event 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 event will be in a language other than english)
	Example Input Values
	Input Your Values Here &/ or translation 
Please use proper capiatalization & punctuation.

	Date: 
	日程：
	Month DD, YYYY
	

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

	Duration:
	セミナー時間：
	##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. 
	infojapan@kornferry.com

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




	Banner image file to be used in invite emails
	Please do not embed the inage into this document. Instead, please attach the image file to your comment in the Happy Fox Ticket. 
For best results, image width should be 600px.

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

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

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

	LIVE WEBINAR
	If event will be in another language, please provide translation for “LIVE WEBINAR.”
	オンラインセミナー

	Contact Us
	If event will be in another language, please provide translation for “Contact Us.”
	お問い合わせ

	Sign Up
	If event will be in another language, please provide translation for “Sign Up.”
	お申込み

	Register now
	If event will be in another language, please provide translation for “Register Now.”
	お申込み

	Add to calendar.
	If event will be in another language, please provide translation for “Add to calendar.”
	カレンダーに追加する

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

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

	Event Password:
	If event will be in another language, please provide translation for “Event Password.”
	パスワード

	Kind regards,
	If event will be in another language, please provide translation for the sign off.
	よろしくお願いします。

	Korn Ferry
	If event will be in another language, please provide translation for “Korn Ferry.”
	コーン・フェリー




	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
	開催／無料オンラインセミナー

	Complete and final email body copy
		Pre-Set Email Layout
	Instructions
	Input Your Values Here &/ or translation 
Please use proper capiatalization & punctuation.

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

	Date: MM DD, YYYY
Time: ## am EST | ## am CST
Duration: #h
	No input needed. If event 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. If event 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. If event 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 use proper capiatalization & punctuation.

	Registration Confirmation: <Event Title>
	If event will be in another language, please provide a translation for “Registration Confirmation.” Event title provided above will be used here.
	オンラインセミナーお申込み確認メール




	Preheader text
		Default Value
	Instructions
	Input Your Values Here &/ or translation 
Please use proper capiatalization & punctuation.

	Thank you for your registration! We are looking forward to having you join us. 
	If event will be in another language, please provide a translation. 
	オンラインセミナーにお申込みいただきありがとうございます。




	Complete and final email body copy
		Pre-Set Email Layout
	Instructions
	Input Your Values Here &/ or translation 
Please use proper capiatalization & punctuation.

	Hi {{lead.First Name}},

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

	You have successfully registered for the event.
	If event will be in another language, please provide translation for this sentence.
	お申込みが完了しましたことをお知らせします。

	Event Title
	No input needed. Event 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 event will be in another language, translation provided above will be used here.
	

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

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

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

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

	Korn Ferry
	No input needed. If event 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 use proper capiatalization & punctuation.

	Reminder: Event Begins in 1 Day - <Event Title>
	If event will be in another language, please provide a translation. Event title provided above will be used here.
	オンラインセミナー開始1日前のご連絡




	Preheader text
		Default Value
	Instructions
	Input Your Values Here &/ or translation 
Please use proper capiatalization & punctuation.

	The event is one day away! We are looking forward to having you join us.
	If event will be in another language, please provide a translation. 
	オンラインセミナーの開催が近づいておりますため、ご連絡いたします。




	Complete and final email body copy
		Pre-Set Email Layout
	Instructions
	Input Your Values Here &/ or translation 
Please use proper capiatalization & punctuation.

	Hi {{lead.First Name}},

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

	This is a reminder that the event you are registered for is tomorrow.
	If event will be in another language, please provide translation for this sentence.
	オンラインセミナーの開催が近づいておりますため、ご連絡いたします。

	Event Title
	No input needed. Event 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 event will be in another language, translation provided above will be used here.
	

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

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

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

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

	Korn Ferry
	No input needed. If event 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 use proper capiatalization & punctuation.

	Reminder: Event Begins in 1 Hour - <Event Title>
	If event will be in another language, please provide a translation. Event title provided above will be used here.
	オンラインセミナー開始1時間前のご連絡




	Preheader text
		Default Value
	Instructions
	Input Your Values Here &/ or translation 
Please use proper capiatalization & punctuation.

	The event is one hour away! We are looking forward to having you join us.
	If event will be in another language, please provide a translation. 
	オンラインセミナーの開催が近づいておりますため、ご連絡いたします。




	Registration Landing Page - Marketo

	
		Pre-Set Landing Page Layout
	Instructions
	Input Your Values Here &/ or translation 
Please use proper capiatalization & punctuation.

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

	Date: Month DD, YYYY
Time: ## am EST | ## am CST
	No input needed. If event will be in another language, translation provided above, in campaign overview section, will be used here.
	

	Landing Page Body Copy Only
	Please provide copy for landing page body excluding any details already provided in prior landing page layout sections for this landing page.
	




	If Speakers are Involved Submit the Following Information 

	
		Headshot Image File (287x280 px)
	Please attach the image file to your comment in the Happy Fox Ticket. (287x280 px)

	Speaker Name
	

	Title
	

	Bio 
	




	
		Headshot Image File (287x280 px)
	Please attach the image file to your comment in the Happy Fox Ticket. (287x280 px)

	Speaker Name
	

	Title
	

	Bio 
	




	
		Headshot Image File (287x280 px)
	Please attach the image file to your comment in the Happy Fox Ticket. (287x280 px)

	Speaker Name
	

	Title
	

	Bio 
	




	
		Headshot Image File (287x280 px)
	Please attach the image file to your comment in the Happy Fox Ticket. (287x280 px)

	Speaker Name
	

	Title
	

	Bio 
	




	
		Headshot Image File (287x280 px)
	Please attach the image file to your comment in the Happy Fox Ticket. (287x280 px)

	Speaker Name
	

	Title
	

	Bio 
	




	
		Headshot Image File (287x280 px)
	Please attach the image file to your comment in the Happy Fox Ticket. (287x280 px)

	Speaker Name
	

	Title
	

	Bio 
	




	Thank You Landing Page - Marketo

	
		Pre-Set Landing Page Layout
	Instructions
	Input Your Values Here &/ or translation 
Please use proper capiatalization & punctuation.

	THANK YOU
	If event will be in another language, please provide translation for “THANK YOU.”
	お申込みありがとうございます。 

	You are now registered for this event.
	If event will be in another language, please provide translation for this sentence.
	オンラインセミナーへのお申込みが完了しました。



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

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

	*Please add the following address to your approved senders to ensure you receive all operational event communications: <operational email sender do-not-reply address>

	If event will be in another language, please provide translation for these sentences. The operational email sender do-not-reply address will be used here. 
	リマインドメールなど今後のセミナー関連メールを確実にお受け取りいただくため、下記のメールアドレスを信頼できる差出人のリストにご登録ください。do-not-reply@kornferry.com

受付確認メールをお送りしましたので、ご確認ください。1日経っても届いていない場合は  までご連絡ください。infojapan@kornferry.com
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