One-Page Informational Tool: 
APHL Email Formatting & Editing Guidelines

This concise guide helps you prepare APHL emails in the SalesForce platform with correct formatting, grammar, and signature practices. Follow these steps and checks to ensure clean, consistent communication.
1. Prepare Content (Copy & Paste)
· Copy the body of the email from the request form.
· Paste into Notepad to clear formatting.
· Re-paste into the specified Higher Logic template.
· Do not use Word to clear formatting (it often fails to clear all spacing/formatting).
2. Typography & Alignment
· Select all text and change to **Tahoma 14pt** for the new editor.
· Keep alignment left-justified consistently.
· Do not use underlines unless necessary.
· Colors (use sparingly):
· APHL Teal: 00A0AF
· APHL Red: B42E34
· Typically reserved for headers in Training emails.
3. Grammar & APHL Style Rules
· Spell check and fix grammar.
· Capitalization: correct capitalization of non-proper nouns.
· Genus/species names: italicize (e.g., *Homo sapiens*).
· Change double spaces to single spaces.
· No serial (Oxford) commas.
· En-dash for date ranges (e.g., September 20, 2011–September 25, 2011)
· Em-dash for abrupt thoughts/pauses ()
· Times: format as, for example, 10:35 am ET, CT, MT, or PT.
· Dates: format as September 20, 2011 (not 20th, not 09/20/11).
· Phone numbers: format as 555.555.5555.
4. Signature Block & Contact Details
· Include a real name + signature with title, phone, and email.
· Standard signature line (example):
· Paul Buscemi, [insert degrees/certifications]
· Marketing Specialist, Marketing and Membership
· 240.638.2040
· paul.buscemi@aphl.org
5. Quality Assurance Checklist (Before Sending)
· Content copied from request form; formatting removed; pasted into HL template.
· Font: all text in Tahoma 14pt.
· Alignment: left-justified throughout.
· Colors used only as necessary (APHL Teal/Red) and sparingly.
· Grammar/spelling checked; APHL style adhered.
· Genus/species names italicized.
· No double spaces; no serial commas.
· Dates and times formatted per guidelines.
· Phone numbers formatted as 555.555.5555.
· Real signatures included name, title, phone, and email.
6. Verifications:
· Preview mode checked.
· Draft sent to self in Outlook for HTML consistency.
· Sending setup verified (vanity name, email address, reply-to).
7. Final Tips
· Take your time: proofread for spelling, grammar, punctuation, and APHL style.
· Always verify formatting in HL’s Preview mode; HTML rendering can differ.
· If anything is unclear or information is missing, ask the requester for clarification.
· [bookmark: _Int_pzuIMSjc]Plan for iterative improvements: changes can be made later after reviewing prior templates.
