
Step-by-Step
Promotional Planning and Budgeting Guide

Promotional Themes

Financial 
Safety 
Fitness 
Education 
Patriotic 
Recognition 
Hi-tech 
Sports 
Seasonal 
Motivation 
Cultural 
Fundraising 
Religious 
Outdoors 
On the Move 
Holiday 
Generational 
Health 
Spirit 
Business 
Mystery 
Traditional 
TV Shows 
Union 
Musical 
Internet 
Landmarks 
Hollywood 
Academia 
Performance 
Mythology 
Competition 
Events 
Artistic 
Cartoon 
Take Flight 
Medical 
Hobbies 
Mystical 
Sci-Fi 
Construction 
Network 
Community 
Travel 
Organize 
Gourmet 
Timely
Modern 
Classic
POP 
Essential 
Stress Relief 
Celebration 
Cyber
Cool
Rush 
Power
Free 
Collectible 
Luxurious 
Kids’ stuff

Event Description

Business-to-Business Business-to-Consumer Internal

Schedule:

Order Date:

Production Date:

Delivery Date:

Drop Date:

Objectives
What are you trying to achieve?

Employees Customers Awareness

Motivate

Improve morale/
performance

Performance rewards

Recognition

Thank

Traffic Builder

Encourage Use/Trial

Gift w/Purchase

New Product Launch

Rename/reposition

Promote

Cross/Up Sell

Other

Objectives
What are you trying to achieve?

Present Customers

Lost Customer

Job Function or Title

Prospective Customers

Top Customers                     %

Employees Students
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Audience Demographics
Income level

Prepared for:

Company:

Contact:

Phone:

Fax:

E-mail:

Medium
What is the best way to reach your audience?

Direct Mail

Hand Deliver

Phone Call

Internet Advertising

Networking

Geography

Age Range

Men

Other:

Women

Ceremonies

Trade Shows

Broadcast Advertising

Gift with Purchase

Bundled with product

What major point do you want to communicate?

Audience Demographics

How will the fulfillment be handled?

Hand delivered by assigned staff members

In-house mailroom

Outsourced fulfillment house
If you could sum up your message in one sentence, 
what would you say?

What are the copy limits, if any, you need to consider?

What is the theme of your promotion?

Theme
Does your promotion fit any theme? The list on page 
2 may help you generate some ideas.

Are there any other sales collateral or marketing 
campaigns that this product must work with?

Envelope

Cover letter

Your catalog/brochure/flyer

Another promotional product

What type of packaging do you want to use?

None

Individually wrapped

Other

Gift packaging

CustomWhat is the best way to reach your audience?

Exciting

Urgent

Factual

Educational

Informative

Authoritative

Competitive

Aggressive
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Fax: 910-401-1402

E-mail: renzo@markxinc.com

Website: www.markxinc.com

Promotional Advisor:

Company:  Mark X Inc

Contact: Renzo Bugnatto      

Phone: 910-686-9455 x 111

Deadline

Trade show

Special event

Holiday

Specific Date

Product intro

Jan

Feb

Mar

Apr

May

Jun

Jul

Aug

Sep

Oct

Nov

Dec

When must the message get to the audience for maximum effect?

Other

_____/_____/_____

How will you know the program is successful?

Measure of Success

The Calendar of Events on this page can help you generate ideas for suggested 
months and holidays

Final Approval

Signature

Signature

Date

Date

_____/_____/_____

_____/_____/_____

Notes:

Calendar of Events

Nat’l Real Est Broker Mo.
Nat’l Thank your
 Customers Week/
 Cust Service Day
Catholic Schools Week
Super Bowl XXXIX
American Heart Month
Valentine’s Day
Build a Better Trade Show
 Image Week
American Red Cross Mo.
Health Care Diversity Mo.
St. Patrick’s Day
First Day of Spring
Nat’l Spring Fever Week
National Public Health Wk
Income Tax Day
Nat’l Stress Awareness Day
Nat’l Library Week
Admin. Professionals Day
Take Daughter/Sons
 to Work Day
Nat’l Pet Week
Teacher Appreciation Wk
National Tourism Week
Small Business Week
National Nurses Day
Kentucky Derby
Mother’s Day
Police Week
National Transportation Wk
Armed Forces Day
Memorial Day
National Safety Month
Flag Day
Father’s Day
First Day of Summer
National Parks and
 Recreation Month
National Education Month
Independence Day
Parent’s Day
Summer Olympics
National Health Center Wk
National Aviation Day
Labor Day
National Emergency
 Preparedness Week
International Literacy Day
National Dental Hygiene Mo
Computer Learning Month
National Boss Day
National School Bus
 Safety Week
National Business
 Women’s Week
Halloween
General Election Day
Veteran’s Day
American Education Week
Thanksgiving/Black Friday
World AIDS Day
Hanukkah/Christmas
First Day of Winter
New Year’s Eve
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