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Directions Media Webinar Work Plan Template
Client: _______________________________________
Date of Webinar: _______________________________
Working Title:  _____________________________
Key Objectives: 

1. _____________________________________
2. _____________________________________

3. _____________________________________

Week 1 – 7 weeks until webinar
· Submit sales order.

· Initial discussions on webinar guidelines, objectives, roles and responsibilities:

· Audience targets, messaging, storylines, etc.

· Registration look and feel, logos, pre staged questions, polling, post webinar follow up, etc.

· Panelists from client and identifying any featured case study presentations, etc. 

· Hold initial project team conference call 
· Agree on dates for all key activities, including webinar date, weekly team calls, email blasts, content development, dress rehearsals, post webinar debrief, etc.

· Other ________________________________________________________________

Participants:


Directions Media _____________________________________________


Webinar Sponsor _____________________________________________
Week 2 – 6 weeks until webinar
· Sponsor to develop and submit content flyer for email blast for review and approval by Directions Media staff, including:

· Webinar title

· Appropriate company logos

· Brief bios and photos of all participants including email ids and mobile/landline phone numbers

· Quote from Joe Francica (if required)

· Finalized webinar description

· Complete Registration

· Determine # of required vs. optional fields for registrants to fill out on landing page

· Specific registration questions, i.e. what do you want to learn from today’s event?, How did you learn about this event?, etc.

· Develop 1-3 Polling questions for use during live webinar

· Prepare & customize Thank You and Follow Up automated email including link for receiving the recorded webinar to attendees and no shows

· Other ________________________________________________________________

Participants:


Directions Media _____________________________________________


Webinar Sponsor _____________________________________________

Week 3 – 5 weeks until webinar
· Sponsor to submit any additional webinar participants including sponsors, panelists, customers and subject matter experts, including logos and other artwork.

· Directions Media to provide sample of banner ads and other planned promotional materials. The intent is to begin promoting the webinar via banner ads on the Directions Magazine site and in the Directions Magazine daily newsletter this week. 

· E-mail blast #1 will go out on __________________.

· Other ________________________________________________________________

Participants:


Directions Media _____________________________________________


Webinar Sponsor _____________________________________________

Week 4 – 4 weeks until webinar
· Directions Media will finalize the GoToWebinar registration access.

· Registration will begin this week via DM Banner Ads.

· DM will begin to provide Client with weekly updates on registration. 

· Sponsor is encouraged to provide prospect list to be included as part of the two email blasts, or sponsor can mail to their prospect list directly.

· If Sponsor wishes to use the services of a list broker, Sponsor will be responsible for promoting the event and tracking registration.  Unless otherwise noted, Directions Media is the sole media sponsor for this Webinar
· Sponsor and Directions Media will review updated storylines, content and flow, polling questions, presenters, etc.

· Directions Media will provide sponsor with a sample storyline webinar flow covering introductions, transitions between presenters, Q&A facilitation, etc.

· DM to provide PPT template so that sponsor can begin building presentation.

· Other ________________________________________________________________

Participants:


Directions Media _____________________________________________


Webinar Sponsor _____________________________________________

Week 5 – 3 weeks until webinar 
· Email blast #1 goes out this week on__________________
· DM will provide client reports on registration status during first day of email blast and at the end  of the week
· Sponsor and Directions Media will continue to review & if need be, refine storylines, content and flow, polling questions, presenters, etc.

· Review any progress on storyline webinar flow and PPT Template

· Other ________________________________________________________________

Participants:


Directions Media _____________________________________________


Webinar Sponsor _____________________________________________

Week 6 – 2 weeks until webinar 

· E-mail blast #2 will go out on __________________.

· Prepare six softball questions for pre staging the Q and A portion of webinar.
· DM will provide client reports on registration status during first day of email blast and at the end  of the week
· Sponsor and Directions Media will do a final review of content and flow.

· Webinar sponsor to send updated PPT slides to Directions Media for review.

· DM will provide and insert timelines, speaking points, transition cues for use at dress rehearsal and live webinar

· Other ________________________________________________________________

Participants:


Directions Media _____________________________________________


Webinar Sponsor _____________________________________________

Week 7 – 1 week until webinar 
· Directions Media to provide access registration updates.

· If determined and needed, optional E-mail blast #3 will go out on _______________

· Client to send their version of approved PPT to DM for final review and conversion to a PDF for use during rehearsal and live webinar

· Walk through and dress rehearsal with all webinar participants using most updated PPT slide deck scheduled on_____________________________________

· Other ________________________________________________________________

Participants:

Directions Media _____________________________________________


Webinar Sponsor _____________________________________________

Week 8 – Webinar week 
· Directions Media to provide access registration updates.
· Hold webinar on ______________________. All participants need to be dialed into the webinar using the same URL and dial in as used for the dress rehearsal above 1 hour before air time to do last minute review, sound checks, etc.
· Present live post debrief with sponsors and Directions Media immediately following webinar using a pre-assigned conference bridge

· Post copy of recorded webinar on GoToWebinar site that will be linked to automated thanks you email to attendees and no shows.  These were completed during the registration process.

· Send a FTP copy of recorded webinar to client

· Schedule a follow -up date for the next week to review registration and attendance reports and any follow up from new leads, sales opportunities, etc.
· Other ________________________________________________________________

Participants:


Directions Media _____________________________________________


Webinar Sponsor _____________________________________________
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