
SAMPLE MARKETING 
PLAN CHECKLIST

 F Annual meeting: Play promotional New Orleans video, hand out brochures and 
save the date postcards

 F Begin planning social media strategy
 F Ensure that your Marketing/PR teams are aware of the complimentary marketing 

and attendance-building tools available during the next year
 F Set up conference call to discuss in more detail with Tara Letort, Director of 

Group PR, tletort@neworleanscvb.com, 504-566-5048

 F Send out save the date eblast

 F Complete request form for creation of 
customized microsite

 F Launch microsite
 F Create customized hotel/restaurant/attraction map

 F Deploy reminder eblasts and attendee newsletter 
 F Print ads in industry publications
 F Notify potential attendees that microsite is available                                                

(Do this on all social media outlets as well!)
 F Promote event through frequent and captivating social media updates
 F Download New Orleans imagery from photosofneworleans.com

www.neworleanscvb.com

                          For more information, visit www.neworleanscvb.com/marketingmenu

12 MONTHS OUT

11 MONTHS OUT

10 MONTHS OUT

8-9 MONTHS OUT

4-7 MONTHS OUT



 F Send out reminder notification via eblast (Example: Early Bird 
Registration Ending Soon)

 F Distribute “What To Know Before You Go” newsletter
 F Last minute registration push via eblasts, newsletters, web updates, etc.
 F Company’s Coming: CVB will include details of your conference to roll out 

the red carpet for you

 F Local Media Outreach: Provide New Orleans media contact list and counsel on 
best way to attain media coverage

 F Distribute media alert to local media and deliver media press kits or 
welcome packets to industry media

 F Welcome group and promote discounts via social media: Download 
MeNetwork app

HERE’S HOW TO GET STARTED
1. Visit www.neworleanscvb.com/marketingmenu

2. View/choose template (save the date, eblast, newsletter, print ad, etc.)*

3. Provide customized text for conference, call to action including URL, 
meeting or corporate logo, and deadline or preferred distribution date

4. Send information to Tara Letort, Director of Group PR,
tletort@neworleanscvb.com

4-7 MONTHS OUT

3 MONTHS OUT

1 MONTH OUT

2 WEEKS OUT

1 WEEK OUT

                          For more information, visit www.neworleanscvb.com/marketingmenu

 F Create banner ads
 F Distribute Attendee and Exhibitor newsletters

5. Tara will create your customized marketing pieces to help you boost 
attendance and get your attendees really excited about coming to New 
Orleans!

* Please note that marketing templates will be created for you to distribute to your 
database. The New Orleans CVB does not distribute e-mails on your behalf. Turn-
around times are approximately 2-3 days for microsites, eblasts, maps and print ads, 
and 1-2 weeks for newsletters. 


