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	Promotional Planner

For Store Team & Managers

Thin Crust Perfection
Promotion

Timing: Wed, November 19 through Tuesday, January 8, 2015


Hello Team!

This is where a motivational overview goes as a note from the manager, district manager, or whomever is the proper source to store team members and general managers. It not only summarizes the time period, what you want to accomplish, but should provide a few words of genuine thanks and gratitude for helping make the company successful. We couldn’t do it without you.
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Prima Vera
Founder, Prima Vera’s Pizzeria
Prima@PrimaVeras.com • (401) 555-VERA
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Promotion Overview

In this section we provide a summary of the promotion. Why we are hosting it. How it connects and relates to our customers and the key products and programs associated with the Promotion.
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Cras justo odio, dapibus ac facilisis in, egestas eget quam. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Aenean eu leo quam. Pellentesque ornare sem lacinia quam venenatis vestibulum. Donec sed odio dui. Curabitur blandit tempus porttitor.
Promotional Timing

	START DATE
	END DATE

	Wednesday, Nov 19
	Tuesday, January 8

	Set-up should be scheduled
at close of the evening shift
on Tuesday, November 18
	Should be disassembled and
new promotional materials set-up
on Tuesday, Jan 8


[This Promotional Planner is intended to be a starter template. Of course add any new sections or content that is appropriate for the promotional period or any other in-store activity that takes place. Make this available as a PDF that may be downloaded weeks ahead of the promotion to give the store manager a heads up on what is to come. Put 1 or 2 printed copies of this promotional planner inside the kit you ship to stores that has all the signage and any promotional materials they need.

If stores need to place orders for any supplies or SKUs, be sure to provide that ahead of time and include order forms and information in this guide.]

Promotion Elements

The following are the featured products and promotional materials that will help bring the “Thin Crust Perfection” promotion to life for our customers:

Featured Product:

· New Product or Program, goes here
Promotional Materials:

· Poster, double-sided, for front window, 
· POS Sign, two versions, one per register
· Table Tents, one per table
· Team T-Shirts, to be worn throughout the promotional period, and
· Promotional Item
Featured Product

[Featured Product Name]
Overview and description about the featured product here. Followed by key bullets or points about it. The idea is to provide all the details so store Teams understand the why, what and how to make this promotion happen.
· Point goes here. Etiam porta sem malesuada magna mollis euismod.
· Could even feature the recipe here.
· Point here. Vivamus sagittis lacus vel augue laoreet rutrum faucibus dolor auctor.
· More information here. Curabitur blandit tempus porttitor. Aenean eu leo quam. Pellentesque ornare sem lacinia quam venenatis vestibulum.
[Second Featured Product]
Overview and description about the featured product here. Followed by key bullets or points about it. The idea is to provide all the details so store Teams understand the why, what and how to make this promotion happen.

· Point goes here. Etiam porta sem malesuada magna mollis euismod.
· Point here. Vivamus sagittis lacus vel augue laoreet rutrum faucibus dolor auctor
Promotional Materials

Set-Up Date:

Please have all materials set-up by opening on Wednesday, November 19.
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	POS Sign
	Table Tent
	[Promotional Item]


Poster

Your store has been sent two (2) posters. This is where we provide directions on where they should go. In what frames or locations. Be sure to mention how this helps to support the overall promotion. Praesent commodo cursus magna, vel scelerisque nisl consectetur et. Sed posuere consectetur est at lobortis. Maecenas faucibus mollis interdum.
Aenean eu leo quam. Pellentesque ornare sem lacinia quam venenatis vestibulum. Praesent commodo cursus magna, vel scelerisque nisl consectetur et. Vivamus sagittis lacus vel augue laoreet rutrum faucibus dolor auctor.
Point of Sale Sign
This is where we talk about what this sign is, where it goes, and what it is for.

Donec sed odio dui. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Praesent commodo cursus magna, vel scelerisque nisl consectetur et. Sed posuere consectetur est at lobortis. Maecenas faucibus mollis interdum.
Table Tent
This is for the table tent. Same as the rest. Mention where it goes. How it works. Provide any special instructions.

Donec sed odio dui. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec sed odio dui. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec ullamcorper nulla non metus auctor fringilla. Cras mattis consectetur purus sit amet fermentum. Cras justo odio, dapibus ac facilisis in, egestas eget quam.
Team T-Shirts

Your store has been provided with twenty (20) “Thin Crust Perfection” t-shirts in a mix of sizes to wear though the promotion. Please add these shirts to your rotation during the entire promotional, at least until January 8.

Promotional Item, Activity, Event
Overview

This is probably a little more complicated than putting up a sign and will require some steps and instructions. Put that information here. Aenean eu leo quam. Pellentesque ornare sem lacinia quam venenatis vestibulum. Maecenas sed diam eget risus varius blandit sit amet non magna. Maecenas faucibus mollis interdum.
Distribution

· Key details here. Maecenas faucibus mollis interdum.
· Details here. Lorem ipsum dolor sit amet, consectetur adipiscing elit.
· More details here. Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Speaking Points

To inform customers what you’re giving them, consider the following speaking points.

· “This is a sample script that is in plain English and written in a way that employees will feel confident and comfortable saying. Let’s make sure it hits the key speaking points.”
· “This is a sample script that is in plain English and written in a way that employees will feel confident and comfortable saying. Let’s make sure it hits the key speaking points.”
Storage

Sometimes there are things that need to be held onto by the store team until the end of the week or promotion. Or, sometimes there are materials – like coupons – that should be kept in a certain place (NOT sitting in a stack at the POS, for example). So this is where we provide very detailed instructions on what to do.
Redemption

Especially if we are taking in coupons or offers we need to be clear on what needs to be done. What is “acceptable” to meet the terms of any special promotional language, etc. Those details can go here.
Steps To Success Checklist

This Steps to Success checklist is designed to help your store best prepare for the launch of this promotion. By the end of each week, every item for that week should be checked off. Use the box next to each step to record when the step is completed.

	Date
	Event / Activity

	[date, week or so before launch]
	· Campaign Materials Arrive

· Unpack Materials. 

· Review this Promotional Planner with every team member, shift leader, and manager. We recommend a store meeting on DATE DATE.

· Have everyone sign and date the Team Training Review (last page of this planner) indicating they’ve read, understood, and feel comfortable sharing the information with customers.

· Distribute t-shirts to team. 

· [Do needed set-up step]
· [Do needed set-up step]

	[day of launch date]
	· XXXXXX  Promotion Launches!

· Team should start wearing “XXXXX” t-shirts.

· [Do things that are part of promotion]
· [Do things that are part of promotion]

	[week of launch]
	· [At the end of the week, do the thing that needs to be dine]
· [Check on the thing that is important to have done to make sure you’re prepped for the following week]

	[end of week]
	· [Reminder for the end of the 2nd week, what to do]

	[next week reminder]
	· [Friendly reminder of what to do again]
· [This additional thing needs to be done]

	Keep adding weeks or days as necessary
	· [Key steps here]
· [It is okay if you repeat week after week. The idea is to have this be a checklist that is checked by the GM or store lead each week to make sure stuff is completed. The GM should be held accountable to make sure each box is completed]

	[date promotion concludes]
	· [Provide any closing steps]
· [Any additional close of promotion steps]

	[post-promotion steps, date]
	· [Provide any follow-up things. For example, if the promotion had coupons or something to redeem, they will probably still come in past the promotion close date. Be sure to let the GM know what to do]


Team Training Review [Optional]
To be completed by each team member with shift leader or manager.

Please include/send this sheet to your District Manager.


Date

	Reviewed
	Manager Initials
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Put artwork or product shots from Featured Program on the cover
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