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Marketing & Communications Plan Template 

Name of Event 
Dates 
Location 
​​
Event Overview  
· Event Name: 
· Date & Time:  
· Location 
· Event Type:  
· Event Objectives: 
· Target Audience:  
Budget  
· Total Budget:  
· Budget Breakdown: 
· Advertising & Promotions:  
· Content Creation:  
· Digital Marketing:  
· Influencer Partnerships:  
· Printing/Materials:  

Branding & Messaging 
· Event Theme: Empowering middle school and high school students with leadership skills, business knowledge, and networking opportunities. 
· Key Messages:  
· Members 
· Advisers 
· Visual Elements:  



Marketing Channels  
· Digital: 
· Print: 


Content Strategy 
· Content Types:  
· Distribution:  
 
Timeline & Responsibilities  
· Milestones: Set deadlines for website launch, content creation, ad campaigns, registration opening 
· Key Deadlines: 
· 9-12 Months Out  
· Save the Date 
· Event on master FBLA external calendar 
· 6 Months Out  
· Website launch 
· 3 Months Out 
· Launch registration 
· Registration is open email and social post 
· 1-2 Months Out  
· Promotions across email and social media 
· 4 Weeks Out  
· Registration is closing email and social post 
· Final push! 
Planning Dates 
(Use the template above for 6 months out from the event) 
Measurement & Follow-up 
· KPIs 
· 2,000+ attendees registered 
· Email open rates 
· Social media reach and engagement Follow-up 
· Post NFLC email to attendees 
· Attendee survey 
· Adviser survey 
· Recap blog 
· Social media highlight album on Instagram 
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