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Marketing, Events, and Registration Timelines

Best Practices

Planning: Consult your Marketing Manager/Coordinator and Events Staff early. It is important to consider the scope of your project and the length of time needed for the Project Planning stage to determine when to submit a
Project Request Form {about.uwadvancement.org/marketing/project-request} . These timelines are built for the most common types of projects, not large, unique or complex projects which could require more planning time.

We ask our campus partners use internal services for production only and website development needs.
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. . . Reminder email: 1-2 weeks before RSVP date
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G ¢ Email (basic) 1-2 2 1 € 5 Standard template P
[~} v
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o 9 10 Save the Date Print Mails
o Photography 1 -- 1 % 2 Minimum 2 week notice, may require freelance photography 9
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Badger Call Setup 1-3 5 Varies Varies ’
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WEEKS 4 Email Invite Sends
EVENTS & REGISTRATION Planning/ 3
Project Type Design Development Refinements Preparation TOTAL Comments > Reminder Email Sends
U] mostly logistics and one or two stakeholders (meetings; Dean 1 Pre-Event Sends
E Basic 1 2-3 2 -3 1 6-8 lunches/dinners) 0 Event Date
% logistics with program and several stakeholders (BHS showcase; -1 Post Event Sends
= Moderate 1-3 3-4 2-3 1-2 8-12 regional faculty lectures; alumni learnings)
é complex logistics, multi-faceted program and many stakeholders
w Complex 6-8 10-12 6-8 4-6 26 + (Homecoming, Reunions, BHS Fall Event)
Registration Only 1 1 2 minimum of 2 weeks to create registration site
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