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Getting the word out about an important event or new initiative takes a coordinated effort. This flowchart 
will help make sure you’ve got all the pieces in place to ensure success.

1

GOALS

What are your 
goals?

What is your budget?

How will you 
measure success?

2

INFORMATION

3

TACTICS

Have you mapped 
out your social 
media posts?

4

POSTMORTEM

Did the outcomes 
meet your goals?

Did your tactics 
garner the 
attention of your 
audience?

What tactics or 
strategies could 
be improved next 
time?

Did you receive 
any feedback 
from staff, internal 
stakeholders or 
target audience?

Have you verified 
all the details?

Who is your 
audience?

Do you have relevant 

graphics and imagery to 

enhance your message?

Have you 
identified which 
channels you want 
to use?

Have you updated 
the news page, 
calendar and 
home page?

Have you created 
a webpage with a 
friendly URL?


