Standard Operating Procedure (SOP): Event
Promotion and Communication Plan

This SOP details the comprehensive event promotion and communication plan, covering strategic planning for
marketing campaigns, targeted audience identification, timeline and content scheduling, utilization of various
communication channels including social media, email, and traditional media, coordination with stakeholders and
partners, measurement of promotional effectiveness, and feedback integration. The goal is to maximize event visibility,
engage potential attendees, and ensure consistent and clear messaging throughout the event lifecycle.

1. Purpose

To outline standardized procedures for promoting events and communicating with target audiences, ensuring
maximum reach, attendance, and engagement while maintaining message consistency.

2. Scope

This SOP applies to all departments and personnel involved in organizing, promoting, and communicating about
events.

3. Responsibilities

Event Manager: Oversee execution of the plan and coordinate among teams.
Marketing Team: Develop and disseminate promotional materials and content.
Communications Lead: Manage messaging and channel selection.
Stakeholder/Partner Liaison: Coordinate with partners and key stakeholders.
Analytics Coordinator: Monitor effectiveness and collect feedback.

4. Procedure

1. Strategic Planning
o Define event objectives, goals, and key performance indicators (KPIs).
o Allocate promotional budget and resources.
2. Target Audience Identification
o Analyze demographic, psychographic, and behavioral data.
o Develop primary and secondary audience personas.
3. Timeline and Content Scheduling
o Establish campaign phases: pre-event, during event, post-event.
o Create a promotion calendar including dates for content releases and reminders.
4. Channel Selection and Management
o Choose channels: Social media (Facebook, Twitter, LinkedIn, Instagram), Email (newsletters,
invitations), Traditional media (press releases, radio, print), Event website, Partner channels.
o Customize content for each channel.
5. Content Creation and Approval
o Draft engaging messaging, visuals, and multimedia assets.
o Route content for review and final approval per internal guidelines.
6. Stakeholder and Partner Coordination
o Share promotional toolkit with partners for consistent messaging.
o Schedule regular check-ins to monitor collaborative promotion efforts.
7. Launch and Monitor Promotion
o Release content as per the schedule.
o Monitor engagement metrics, adjust tactics as needed.
8. Event-Day Communication
o Provide real-time updates on channels as needed.
9. Performance Measurement and Feedback Integration
o Review KPlIs (see section 6 below), compile analytics reports.
o Conduct attendee and stakeholder surveys for feedback.
o Document lessons learned for future improvements.

5. Communication Calendar (Sample)



Date Channel Message/Content Owner
T-minus 4 weeks | Email/Website Event invitation & highlights Marketing
T-minus 3 weeks | Social Media Speaker Announcements Social Team

T-minus 2 weeks

Partners/Traditional Media

Press Release & Partner Newsletters

Comms Lead

T-minus 1 week All Channels Final Reminders, Registration Close Date All
Event Day Social Media/Website Live Updates & Engagement Posts Social Team
Post Event Email/Website Thank You, Feedback Survey Marketing

6. Measurement of Promotional Effectiveness

7. Documentation and Review

Attendance numbers versus targets
Email open & click-through rates
Social media engagement (likes, shares, comments, reach)
Website traffic and conversions
Media coverage and earned media value
Stakeholder/attendee feedback and satisfaction

¢ Maintain all promotional materials, reports, and feedback for recordkeeping.
¢ Conduct post-event debrief to identify best practices and areas for improvement.

8. Appendices

Sample content templates
Stakeholder contact lists

Approval workflows

Reference to event brand guidelines
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