

EVENT COMMUNICATIONS PLAN
	EXTERNAL COMMUNICATIONS

	(ex. Communicating with target audience and key external stakeholders)

Use the table below as a guideline for a recommended send schedule. 

	CHANNEL
	NAME
	AUDIENCE
	TIMELINE
	DATE
	TIME

	Jeto
	Save the Date
	All Invitees

	3 months before
	mm/dd/yyyy
	h.mm.a

	Jeto
	Invitation

	All Invitees
	6-8 weeks before
	mm/dd/yyyy
	h.mm.a


	Jeto
	Registration Reminder 1

	All Invitees
	2 weeks before
	mm/dd/yyyy
	h.mm.a


	Jeto
	Registration Reminder 2

	All Invitees
	1 week before
	mm/dd/yyyy
	h.mm.a


	Cvent
	Event Reminder 1: Know before you go 

	Registered Attendees
	1 week before
	mm/dd/yyyy

	h.mm.a


	Cvent
	Thank You for Coming

	Event Attendees
	1 day after 
	mm/dd/yyyy

	h.mm.a


	INTERNAL COMMUNICATIONS / DELIVERABLES

	(ex. Communicating with internal stakeholders)

Use the table below as a guideline for a recommended send schedule.


	CHANNEL
	NAME
	AUDIENCE
	TIMELINE
	DATE
	TIME

	Outlook
	RSVP Update
	Planning Committee
	1 month before
	mm/dd/yyyy
	h.mm.p


	Outlook

	Program Timeline & Run of Show
	Guest Speakers
	1 week before
	mm/dd/yyyy
	h.mm.p


	Outlook

	Presentation Materials & Scripts
	Guest Speakers
	1 week before
	mm/dd/yyyy
	h.mm.p
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