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        “Information That Works!”
LERN Recommended Timelines

Conference Marketing Time Line for late October Conference Date
March - Preliminary Brochure
April – Post card out
May – 2nd post card out + First round of email notices go out 

June – Final Conference Brochure mailed + “update” emails
August – second brochure mailing to best customers + “update” emails
Oct 1 – third brochure mailing + email blasts
For non-credit (personal enrichment) courses
3 months out
Get brochure desktopped, proofed and prepared for printer. 

Get brochure printed. 

7-8 weeks out
Do first brochure mailing. 

Do first street distribution. 

6 weeks out
Do any specialty brochure mailings. 

5 weeks out
Do second brochure mailing. 

Restock street distribution. 

4 weeks out
Do radio, TV and newspaper work so advertising/publicity occurs during the two weeks prior to the start of courses. 

Do any posters, speaking engagements or other segment/ niche-focused publicity/public relations. 

Send out email promotion. 

As registrations come in, stuff confirmation letters with announcements of some upcoming events. 

Look at the half-life of courses to determine which stars you may want to spend more promotion dollars or time on. 

0-3 weeks out
Send final emails. 

Continue restocking street distribution. 

Continue to look at half-life of courses and start making go/no-go decisions on courses. 

After start of courses
Analyze financial and registration totals and evaluations. 

Run and analyze end-of-term reports. 

Recommended Timetable for Continuing Professional Development 
or Workforce  Training Programs

6+ months out
Develop/select new courses/events.

Analyze reports from last 12 months.

Set division goals: financial & registration totals, new vs. old and segments/niches. 

5 months out
Finalize courses/events, descriptions, logistics and prices.

Update web site as soon as course/event information is finalized.

Prepare all other information and artwork for brochure. 

4 months out
Get brochure desktopped, proofed and prepared for printer.

Get brochure printed. 

14 weeks out
Do first brochure mailing.

First round of email notices can go out. 

10 weeks out
Do second brochure mailing to best prospects and past participants. 

6 weeks out
Do a third brochure mailing, or post card, or fax, to your best customers (past participants). 

4 weeks out
Any advertising or publicity occurs during the two months prior to the start of courses

Send out email promotion.

As registrations come in, stuff confirmation letters with announcements of some upcoming events.

Look at the half-life of courses to determine which stars you may want to spend more promotion dollars or time on. 

0-3 weeks out
Send final emails.

Continue to look at half-life of courses and start making go/no-go decisions on courses. 

After start of courses
Analyze course financial and registration totals.

Analyze course evaluations.

Run and analyze end-of-term reports. 
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