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Business-to-business Marketing: Event Countdown Tool
	Time


	Tasks
	Considerations

	Week 
16-13

	· Create broad event proposal & budget, focus it on fascinating content with an intriguing theme 
· Sketch out agenda and shortlist “wish list” speakers and content

· Choose a date, avoiding school and public holidays, secure venue as flexibly as possible and firm up agenda

· Build target invitation list

· Write draft copy for invite & covering letter

· Draft out event website page with particular focus on event keywords
	

	Week 12
	· Research and approach speakers – remember you need to sell the event to them too!
· Create ‘save the date’ postcards to mail if speaker or theme confirmation/approval is proving challenging

· Confirm speakers invite & covering letter are written and printed
	The speakers and theme must be confirmed by the end of week 12. If they have not been secured by now, consider pushing the event date back.

	Week 11


	· Invites are mailed and/or emailed out

· Issue press release about event and blog on various relevant sites with link back to even registration page if relevant
	Invitations must land this week



	Weeks 10-9

	· Confirm invitation receipt by telephone, aim to understand what is causing non-takers if that is proving an issue
	

	Week 8


	· Further invitation wave. Feature names of other companies attending and job titles attending to promote further take up

· Keep an eye on news (national and trade). If there is an article that’s interesting and relevant to the event content, send an email featuring it with an opportunity to register

	This is the very latest that the telephone calls can start on the event or there will not be enough lead time to make adjustments if necessary.

	Weeks 7-5

	· Continue invitation process, tweaking invitation messages in waves and selecting most successful approaches

· Confirm exact event logistics with speakers. Set deadline for their presentations to be sent to you (minimum at beginning of one week before)
	Final review meeting: assess calling feedback and delegate numbers. 



	Week 4


	· Confirmation letters sent out. Consider supplementing this by sending out a diary appointment filled with information on how to get there and the agenda
	Make final decision this week as to whether to proceed with the event.

	Weeks 3-2

	· Confirmation calls are made to registered delegates to re-affirm their commitment to attend
	

	Week 1
	· Ensure all speaker presentations have come in and check content quality and for any overlap between speakers

· Put together event collateral/packs and badges
· Reminder email and/or SMS sent out to registered delegates
	

	Week 0
	· Event takes place (this is a whole new tip sheet). Record and film it.
	

	Weeks +1-2

	· Post event follow-up. Send out letters/emails to shows and no shows asking if they want to set up an appointment to discuss the content further. Offer powerpoint slides if appropriate. Follow up with a call.
· Consider what further marketing activity can be generated from event-day content

· Create a post-event web presence with video snippets, photos, podcasts…
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