
Marketing

No matter what you call this, we all know what this is about – getting the word out about your event.

Marketing Responsibilities & Timeline

	General Responsibilities Of Chair and Committee
	Develop advertising campaign for the Relay event.  Form strategic partnerships with identified local partners (volunteer organizations, local businesses for providing significant coverage before the event.  Design programs to promote community awareness and also to help recruit teams.  The Advertising committee is responsible for obtaining space in-kind.  Because Relay is non-profit, all ad space should be donated.  For example, dissemination of flyers and posters, Burger King tray liners, info on Domino’s Pizza boxes, Val-Pak coupons, getting on e-mail lists for different community organizations, etc.  Also organize Community Kickoffs.  NOTE:  The regional Marketing/Communication managers will facilitate communication with All TV, Radio, and major newspapers.  If you have a relationship with local media please work with the Marketing and Communication staff to avoid duplication of and maximize efforts.  For a listing the Marketing and Communication managers in your Region, please see the resources section.

	Specific Responsibilities
	· Select subcommittee members and define responsibilities

· Ensure that subcommittee is represented at each Relay Committee Meeting.

· Develop Advertising Plan and Timeline

· Coordinate a poster/bulletin board campaign throughout the county.

· Contact non-profits and community organizations to advertise Relay in their e-mail lists or newsletters

· Attend post-Relay wrap-up meeting, and make suggestions for next year’s Relay.


11-12 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Send newsletter (regular mail or by email)
· Announcing Relay results and winners
· Job descriptions for Committee Chairs
· Recruitment of committee for next year
	Newsletter Chair
	
	


9 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Send newsletter to Committee, Participants, Community, Survivors
· Event dates and times
	Newsletter Chair
	
	

	Find stories to work with the Marketing Department
	
	
	


7 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Send newsletter to Committee, Participants, Community, Survivors
· Event dates and times

· Meeting Dates and Times
	Newsletter Chair
	
	


6 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Rally/Community Kickoff

-Invite Survivors, Team Captains, Team Members

- Bring Team Captains Packets, Brochures and Info

- This can be 6-9 months before the event (decide based on your area whether to do it before or after holidays – or some events hold a Fall Community Relay and a Spring Kickoff)
	Event Chairs
	
	


5 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Send newsletter to Committee, Participants, Community, Survivors
· Event dates and times

· Meeting Dates and Times
	Newsletter Chair
	
	


4 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Chamber of Commerce Visit and Mailing Request
	Marketing Committee
	
	


3 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Advertising Blitz Saturday – paper the town with posters, brochures, requests for in kind donations, search for teams, etc.
	Marketing Sub-Committee
	
	

	Estimate and order T-shirts, signs, etc. needed
	Event Staff
	
	

	Send newsletter to Committee, Participants, Community, Survivors
· Meeting Dates and Times

· Event dates and times

· Fundraising Ideas

· Things to Bring to event

· Get them thinking!
	Newsletter Chair
	
	


2 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Newsletter
	Newsletter Chair
	
	


1 Month Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Advertising Blitz Saturday – Meet at a central location, feed your volunteers, distribute materials  and then paper the town with posters, brochures, requests for in kind donations, search for teams, etc.  It’s a great way to get the word out!
	Promotions/ Communications/ Marketing/ Advertising S-C
	
	

	Newsletter
	Newsletter Chair
	
	


3 Weeks Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	
	
	
	


2 Weeks Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Purchase all needed logistical materials/ ensure that someone has them
	Logistics Chair
	
	


Week Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Ensure all items on Day of Checklist are acquired
	
	
	

	Ensure that On-Site Volunteers needs are filled
	On Site Volunteer Coord.
	
	

	Meet at Site to walk thru site, logistics, etc.
	
	
	

	Letters to local neighbors about event/ possible noise/ appreciation of support
	
	
	


Day of Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Have committee members split up and visit EVERY team to gather the following info:

-  how is the event?

-  concerns?

-  ideas for other contacts in the community that might want to participate

-  individuals interested in being on the planning committee
	
	
	

	Ensure Participant Feedback Forms are distributed and collected
	
	
	


Follow Up

	Item
	Who?
	Target Date
	Status

	Final Newsletter with Results
	
	
	

	See 12 months before event!
	
	
	

	Event Critique meeting
	
	
	

	Complete event critique form
	
	
	

	Thank yous
	
	
	


Marketing

	Things Every Successful Event Should Do:
	Complete?

	Develop standard documents to promote your event (see the section under marketing with examples)  This could include:

· Motivational Fliers

· Recruitment Letters

· News Releases for in-house publications, local newspapers, e-mail dissemination

The other sections such as Corporate Sponsorship and Team Relations also have more specific examples for Recruitment
	

	Schedule 2 Advertising Blitz Saturdays – Meet at a local coffee shop, buy your committee members who show some coffee and donuts, and send them all over town to distribute posters, fliers, etc. (see timeline on when)
	

	Arrange for a Chamber of Commerce mailing to all your local business members.  Make a presentation at a Chamber meeting.
	

	Find and arrange for advertising with smaller local newspapers and such things as the Penny Saver – ensure with your Event Staff Partner that this does not conflict with any regional advertising
	

	Find out about local festivals you could participate in/ have an information table in
	

	Make sure you have Advertising posted in:

· Libraries

· Shops

· Restaurants

· Chamber of Commerce

· Churches and Church Newsletters.
	

	Consider getting TV Star or News Personalities to help promote your event.  This is a great way to get the people in your community aware of what is going on.  You could have them make Public Service Announcements, which consist of 30 Seconds of Audio and Video.  Additionally, if you get them to agree, even ask for a Picture to use with Print Ads (Newspaper).

· Use the World Wide Web as a resource to find the personality that you want.  Look for ways to contact them individually or thru their Station or Agent.  This information is very available.

· If no access to web, call local TV Stations to see if they can help you reach the individual or their agent.

· Be prepared to provide a 30 Second script for the ad to be completed, detailing what, where, when and why.

Note:  Most TV Stars/Personalities are more than willing to help you promote the event, they just need to be asked...  the worst that can happen is they will say "no".
	

	Arrange for Audio Spots to use local Radio Stations – you can air local PSA’s you have made or use the generic PSA’s from the American Cancer Society (ask your Event Staff Partner or Regional Marketing Department)
	

	Use letters to the Editor as a way to get the word out in your community.  This is a great way to get info to the public.
	

	Send copies of your Newsletters to the media including Radio, TV and Newspapers.  They are always looking for filler.
	

	Find out the Email Address or Fax Number to Media Outlets and send all meeting dates, any info about teams forming, all fund raisers in the area to them.  They will mention these for free during the "What's Happening" segment of their programming
	

	Develop a mailing/flyer to distribute to residents near your event to inform them of the event/ possible noise/traffic as well as to invite them to come check it out.
	

	Place Relay for Life stickers/American Cancer Society stickers on businesses that have donated already, so they are not asked again and you get publicity (make sure that you have the approval of the businesss before putting it up!) (new idea 1/05!)
	


Newsletters

	Things Every Successful Event Should Do:
	Complete?

	Publish a newsletter at least several times before your Relay.  Many larger, more successful events publish one monthly, often to many people by e-mail to save mailing costs
	

	Ask each committee for updates for the newsletter
	

	Use the example newsletter if you would like an easy to use format – just save it under a new name, and click in each of the boxes and type what you would like in that box!  Other examples are available from your Event Staff Partner
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