Standard Operating Procedure (SOP)

Promotion, Marketing, and Participant Registration Processes

This SOP details the promotion, marketing, and participant registration processes essential for effective event
management. It covers strategic marketing planning, promotional activities across various channels, registration
workflows, participant data management, communication protocols, and post-registration support. The purpose is to
streamline efforts to maximize outreach, ensure seamless participant enroliment, and enhance overall event
engagement and satisfaction.

1. Strategic Marketing Planning

1. Define Target Audience: Identify key demographics and segment the audience based on event objectives.
2. Set Marketing Objectives: Establish measurable goals (e.g., number of registrations, engagement rates).
3. Develop Key Messages: Create compelling messaging tailored to audience segments.

4. Budget Allocation: Assign resources to different channels and tools as per strategic needs.
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. Create Marketing Calendar: Schedule campaign launch and promotional activities with deadlines and
responsibilities.

2. Promotional Activities Across Channels

Channel Key Activities Responsible

Social Media Regular posts, stories, paid ads, event pages Marketing Team
Email Marketing Email blasts, newsletters, personalized reminders Marketing/CRM
Website & Blog Event landing pages, blog posts, registration widgets Web Team

Partners & Influencers Cross-promotion, endorsements, guest posts Partnerships Lead
Print Media & PR Press releases, flyers, banners PR Team

Direct Outreach Phone calls, targeted invites Sales/Outreach Team

3. Registration Workflow

1. Registration Portal Setup: Configure event registration software/website with required forms and information.
Testing: Perform user testing to resolve issues before launch.
Registration Launch: Announce opening through planned marketing channels.

Monitor Registrations: Track real-time enrollments and troubleshoot participant issues.
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Automated Confirmations: Ensure automated emails are sent confirming registration and providing event
details.

6. Early Bird/Discount Codes: Apply and monitor any time-sensitive offers as scheduled.

4. Participant Data Management

e Ensure all participant data is securely stored and managed in compliance with data privacy regulations (e.g.,
GDPR).

e Regularly backup registration data to secure servers.

e Use data analytics to monitor registrations, demographics, and engagement levels.

e Restrict data access to authorized personnel only.

5. Communication Protocols

1. Pre-event: Send automated and/or manual reminder emails/SMS with event agendas, tickets, and FAQs.



2. During event: Use live chat, help desks, or hotlines for real-time participant support.

3. Post-event: Send thank-you messages, surveys, and post-event resources (recordings, presentations).

6. Post-Registration Support

Provide prompt assistance for registration corrections or changes.

Maintain FAQs and help resources accessible to all participants.

Collect participant feedback for process improvements.

Compile and share a post-event report with registration statistics and lessons learned.

7. Review and Continuous Improvement

e Hold a debrief session with stakeholders to evaluate outcomes against objectives.
e Document feedback, challenges, and recommended improvements for future events.
e Update the SOP regularly to reflect best practices and lessons learned.
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