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Marketing Timeline

When planning your two-hour seminar, consider the following milestones.  Individual timelines will vary and you may choose to omit certain things (e.g. advertising) in lieu of other marketing strategies.  The following is a general timeline for planning purposes only.

8 weeks prior to event

- Secure venue

- Review Live DVD 

- Get invitations, flyers, brochures (whatever printed material you’ll need) designed and printed

- Develop marketing timeline:


- Secure ad/calendar deadlines from local publications


- Invitations (plan on sending two invitations and one reminder)


- Define your RSVP process (how will you track RSVPs, reminders, etc.)


- Get invitations & flyers printed

- Optional:  Read Overcoming Underearning®, if you haven’t already done so.  Secrets of Six-Figure Women also contains stories and examples to use during the seminar.

6 weeks prior to event

- Review Annotated DVD and the Leader’s Guide 

- Review PowerPoint presentation

- Organize & prepare mailing list

- Organize PR and marketing campaign (include women’s organizations, local women’s publications, and your own network)

- Begin distributing flyers

- Organize materials and order additional workbooks and gifts, if necessary

- Order additional books and CDs by Barbara Stanny to sell during seminar

5 weeks prior to event

- Send out a “save-the-date” invitation (recommended if your target is busy, on-the-go women)

- Arrange for food and beverage (if applicable) for event

4 weeks prior to event

- Distribute press releases and ad placements*

- Do a dry run through of the workshop, making notes in Leader’s Guide, if needed

- Send out invitations (if only sending one plus a reminder)

3 weeks prior to event

- Send out second invitation (if a save-the-date invitation has already been sent approximately two weeks prior)

2 weeks prior to event

- Review all materials

- Get supplies that you’ll need for the event – e.g. nametags, pens, water, evaluation forms, etc.

- Confirm venue (if using a facility after-hours, confirm access to building)

10 days prior to event
- Send reminder (via email or regular mail)

- Watch Live DVD and follow along with Leader’s Guide

- Follow-up with RSVPs with the pertinent details – location, time, special directions.  Consider sending something that is a hard copy, or can be printed out so your guests will have all the information they need right at their fingertips.

3 days before event
- Call RSVPs with a gentle reminder; encourage them to bring-a-friend (space permitting, of course)

- Review Leader’s Guide and Annotated DVD

* will depend on editorial deadlines

