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Begin contracts, 
budget, timeline, 

and graphics 

Confirm 
event name, 

date, 
location, 

description 

Website calendar 
event; save the 

date email 

Save the date 
posts on social 

Notify team via 
Basecamp, 

upload graphics 

6+ months out 6-5 months out 

Finalize 
event 
pricing 

Work with Web 
Team to have 

sponsorship page 
go live 

Build out pricing, 
schedule, and 
programming 

4-3 months out 

Approve 
MCLE 

Add programs to 
landing pages 

Add programs to 
registration page 

Create registration 
page and link 

Add new angles to 
social posts 

Propose paid ads 
plan, if applicable; 
reserve event kit 

items. 

Start paid ads, if 
applicable 

Update website; 
registration open 

email 

Registration open 
posts on social 

Collaborate w/ 
leaders to sign 
sponsors, notify 

Finance 

Receive 
payment 

Add sponsors to 
website & emails 

as needed 

Post about 
sponsors as 

needed 

*Sponsors will receive recognition only 
after payment is received. 

8-4 weeks out 3-0 weeks out 0-2 weeks afterOngoing 

Start process for 
photo/video, print 
materials, merch 

Draft & finalize 
sponsorship 
prospectus 

Begin email plan, 
includes 8 

targeted emails 

Begin weekly 
social posts, PR 

MULTI AND ONE DAY EVENTS

5-7 business days 

5-7 business days 

5-7 business days 

Post event 
recap article, if 

applicable 

Send Thank You + 
Survey email to 

attendees 

Reshare attendee 
posts; post photos 

Customer service; 
process comp & 

group registrations 
as needed 

Set up event app, 
if applicable 

Send designs to 
print; prepare 

shipment 

Send Know 
Before You Go 

email 

Prepare onsite 
event and 

program materials 

Confirm speakers 
and sponsors 

Debrief, tie up 
loose ends, save 
files to V Drive 

Attend the event 

Ensure that the event is on track; checks in on team 
and collaborates for any updates and edits 

5-7 business days 

7-10 business days 

5-7 business days 

5-7 business days 

5-7 business days 

Invite your 
network to attend 

Process and pay 
invoices as 

needed 

Confirm 
program 
database 

Last updated 3/12/2024. 

5-7 business days 
7-10 business days 

Summary of Event Promotion Touchpoints 

Once basic event information is confirmed and 
graphics are created: 

● Add to website calendar 
● Save the date email 
● Save the date social posts 

Once registration goes live: 
● Standalone emails to target audience (the 

standard is 8 emails when 4 months out 
from an event) 

● Weekly social posts 
● Cross-promotion via mentions in CLA-wide 

emails 
● Paid ads plan, if applicable 

Once program and speaker information is 
available, then the team can craft more specific 
messaging for the event. 

Send speaker and 
sponsor thank you 

notes 

Help w/ sponsor 
thank you notes; 
collect ad metrics 
& event kit items. 
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Day-of 

Email certificates, 
download Zoom 
report & process 

video, if applicable
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Review Webinar 
Submission Form 

Complete 
and send in 

Webinar 
Submission 

Form 

Website calendar 
event 

Create social 
media graphic and 

3 posts 

Once approved, 
notify team via 

Basecamp 

30+ days out 30 days out 

Approve 
MCLE 

Activate 
registration page 

and share link 

0-7 days after 

Add webinar to 
weekly emails 

such as the 
Section Digest 

Once approved, 
schedule posts on 
all target channels 

WEBINARS: INREACH, ZOOM SELF-STUDY (MCLE), ZOOM 

3-4 business days 

If hosted on InReach, the 
Member Services Team 
will handle this. If hosted 
on Zoom, then the Event 

Lead creates the 
registration link. 

3-4 business days 

5-7 business days 

Last updated 3/12/2024. 

Summary of Webinar Promotion Touchpoints 

Once registration goes live: 
● Add to weekly emails such as the Section 

Digests 
● Morning-of email to target audience 
● Minimum of 3 social posts 
● Cross-promotion via mention in CLA-wide 

On Deck email the week of the webinar 

Customer service, 
answer inquiries 
and troubleshoot 

Invite your 
network to attend 

Attend the 
webinar 

Collect and save 
speaker release 

forms 

Schedule 
morning-of email 

to target audience 

Email program 
materials to all 

registrants prior to 
program start 
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