University of Washington TRIO Training


Marketing Planner Overview and Instructions (V2_12/11)
Overview

The Marketing Planner Tool has been designed by the University of Washington TRIO Training Team to provide a systematic way to strengthen TRIO Program marketing procedures and practices and to assist program staff in ensuring they are communicating in a timely fashion with their program stakeholders. This simplified version of the planner has been designed using Microsoft Word. Program staff may use the planner by printing hard copies; however, it is recommended that the planner be used in an e-version that permits both the expansion of “table cells” to accommodate more details and to allow easy distribution and routing to program team members who contribute to the marketing process. Additionally, this form can be uploaded, shared, and monitored using Google docs or Microsoft SkyDrive. 
Instructions-
The planner includes the recommended planning steps and elements of a marketing plan – in summary, these include creating a systematic approach to communication with all stakeholders. This includes: Why (the mission or purpose), What (data  & stories that demonstrate success); How (methods of communication such as websites, email, etc.), Who (the stakeholders and who is responsible for the tasks, and When (marketing timeline). Included below is an example of how one might begin using the planner tool that includes three objectives/tasks (1.0, 2.0, 3.0) and their respective supportive steps: 1.1, 2.1, etc.  The planner includes two other useful additions: a “Status” column that permits the tracking of completed objectives and steps, and a “milestones or benchmarks” view that permits the logging of objective and task numbers to provide a quick summary of the evaluation work load over a specified period of time. 
MARKETING PLANNER EXAMPLE
PROGRAM NAME_UB, U of World___ STAFF NAME _Sam Pell___ STATUS AS OF__11/01/11_

WHY/PURPOSE: Conduct program marketing in relation to program goals to engage stakeholders   _______

(ACTIVITY PERIOD: begin date__9/1/11__ end date__08/31/12__)

	Sept.

2011
	Oct.
	Nov.
	Dec.
	Jan.

2012
	Feb.
	Mar.
	April
	May
	June
	July
	Aug.

	1.1, 1.2,

2.1, 2.2
	1.0, 1.3, 3.1 

	2.0, 2.3, 3.0
	
	3.0
	
	3.0
	
	3.0
	
	3.0
	


	Obj/

Task#
	WHAT (Data /Success Stories/message)


	HOW (media)
	STAKEHOLDER/

AUDIENCE
	WHO IS RESPONSIBLE
	WHEN DUE
	STATUS

	1.0
	Submit Annual Activity Report
	
	All Stakeholders
	Director
	10/01/11
	Pending

	1.1
	Submit Annual Activity Report
	Hard copy, website
	Institution
	Director 
	9/30/11
	Done

	1.2
	Submit Annual Activity Report
	Email, Facebook
	Students
	Director
	9/30/11
	Done

	1.3
	Submit Annual Activity Report
	Local TV & radio
	Community
	Director
	10/01/11
	Pending

	2.0
	Include Successes in required annual reports to grantors
	
	Grantor(s)
	Director
	11/1/11
	Done, 10/30

	2.1
	Update multi-year data relative to objectives
	Internal database, Excel
	Grantor
	Counselor
	09/15/11
	Done, 9/11

	2.2
	Create charts for multi-year data
	Excel
	Grantor
	Admin Asst
	09/30/11
	Done, 9/18

	2.3
	Submit annual APR
	eSubmission
	Grantor
	Director
	11/1/11
	Done, 10/30

	3.0
	Create interest and support for program
	Local media
	Local Community
	Director
	11/15/11
	Done, 10/26

	3.1
	Generate PSA
	Email to local media/TV/Radio
	Community
	Admin Asst.
	10/30/11, & bi-monthly
	On Going


MARKETING PLANNER
PROGRAM NAME____________ STAFF NAME _______________________STATUS AS OF________________

WHY/PURPOSE: _________________________________________________________________________________________

(ACTIVITY PERIOD: begin date_________ end date___________)
	Sept.

2011
	Oct.
	Nov.
	Dec.
	Jan.

2012
	Feb.
	Mar.
	April
	May
	June
	July
	Aug.

	
	
	
	
	
	
	
	
	
	
	
	


	Obj/

Task#
	WHAT (Data /Success Stories/message)


	HOW (media)
	STAKEHOLDER/

AUDIENCE
	WHO IS RESPONSIBLE
	WHEN DUE
	STATUS

	1.0
	
	
	
	
	
	

	1.1
	
	
	
	
	
	

	1.2
	
	
	
	
	
	

	1.3
	
	
	
	
	
	

	2.0
	
	
	
	
	
	

	2.1
	
	
	
	
	
	

	2.2
	
	
	
	
	
	

	2.3
	
	
	
	
	
	

	3.0
	
	
	
	
	
	

	3.1
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