
How to Market Your Events & Meetings 



Overview of this Session

 Effectively planning your annual calendar of meetings and events.
 Marketing your general events to maximize exposure.
 Special events promotional planning.
 How to market your National PCC week.
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What should you consider when planning general meetings?
Planning ahead for success!



Solicit feedback from your members

 Topics of interest
 Written surveys
 Email surveys
 Ask your members directly

Create an environment where they want to share!



When should your PCC begin planning?

 Dedicate your October board meeting for planning.
 Items to bring:
 List of meetings and event dates.
 Special event ideas.
 Survey results from your members.
 List of suggested topic ideas and speakers.
 List of PCCAC Educational Workshops-in-a-Box.
 Suggested topics for educational sessions from USPS.



Sample Annual PCC Calendar



Marketing your General Meetings

Consistent and Persistent!
Marketing should be consistent in message, frequency and look.    

"I do not think there is any quality so essential to
success of any kind as the quality of perseverance. 
It overcomes almost anything, even nature.” John D. Rockefeller



Send out a direct mail piece for each event at least 3 
weeks in advance.

Date, time and location

Cost and how to register

What is the topic and who is the speaker?

The benefit to the recipient of why they should attend

Use the G-10 permit on your direct mail pieces for your PCC 



How to build a list for your direct mail campaigns:

 Start with list of board members, general members and sponsors.
 Add attendees & speakers from all events.
 Add local area printers & mailers.
 Membership committee is responsible for database, list management & 

use of list.
 You may NOT obtain the list of permit holders from the Postal Service.



Sample Marketing Pieces







After each marketing piece is mailed, email it!

Organically grown lists:  
 Capture emails from website sign ups.
 Gather business cards at events through raffle drawings.
 Opt out message…....CAN-SPAM act.
 Membership committee responsible for maintaining the list.



"Five by 5"
5 webinars in 5 months covering the most critical and 
business challenging issues facing mailers today....

2nd WEBINAR
Monday, February 5th - MOVE Update

This webinar will be presented from 11 AM - 12 PM by 
Malaki Gravely, USPS. The Move Update standard is a 
means of reducing the number of mail pieces requiring 

forwarding or return by periodically matching the mailer's 
address records with change-of-address (COA) orders 

received and maintained by the Postal Service™.

A copy of the 
January 5th "Price Changes and More" 

presentation is available by request

To register for the first webinar in this series 
please email Tina McCoy-Wyche @ 

tina.x.mccoy@usps.gov



Post flyers at the BMEU for each meeting and event.
Share with USPS Sales team to distribute and discuss 

with customers.  

When industry and USPS work together,
you reach further and everyone wins!



Getting the Word Out......
Marketing Your Event through the Local Media Channels 

Postal Co-Chairs, Postal Administrators, and 
District Marketing Managers 
have access to:
• Media Template – Located on the PCC 

BlueShare Site: 
http://ca.blueshare.usps.gov/sites/igo/PCC/default.aspx

• Local Area and District Contacts -
Communication Support Specialists



Membership team should call on members who 
missed last month’s meeting or event.

Why did you start attending the PCC?



End of each meeting, share the upcoming events.
Use handouts for take home reminders.



Marketing your Special Events

Golf 
Tournaments

Membership 
Appreciation 

Days

Mail 
Certification 

Courses

Plant Tours
Postal 

Pictorial 
Cancellations

Holiday 
Celebration



Marketing pieces to promote special events:
 Flyers at meetings for next event 
 Direct Mail
 Email Blast
 Post events online on PCC website
 Posters at local BMEU
 Events Chair to share at end of meetings



National PCC Week
 The Nashville theme was Tune in to….

Sample Mailer Sample Booklet
Sample Table Display



Sample email blast 



Sample Marketing Plan
Northeast Florida PCC
2018 Marketing Plan

Event Month Event Channel Who Due Date
Sept PCC Day 9/27 Save the Date Mailer Chris & Dina 17-Aug

PCC Day Vendor Email Chris 10-May
PCC Day Mailer Chris & Dina 7-Sep
PCC Day Flyer to hand out at Aug Breakfast Chris & Dina 6-Aug
PCC Day Email Blast Dee (Dina to provide jpg) 14-Sep
PCC Day Passport Booklet for day of event Chris & Dina 25-Sep
PCC Day Table Tents Chris & Dina 25-Sep
PCC Day Banners Chris & Dina 25-Sep
PCC Day Signage for day of Chris & Dina 25-Sep

Oct Breakfast 10/10 Mailer Dina 19-Sep
Breakfast 10/10 Email Blast Dee (Dina to provide jpg) 26-Sep
Breakfast 10/10 Outreach to Absent Members Ginger 9/24 week
Outreach Qtrly Newsletter 1-Oct

Nov Breakfast 11/14 Mailer Dina 24-Oct
Breakfast 11/14 Email Blast Dee (Dina to provide jpg) 31-Oct
Breakfast 11/14 Outreach to Absent Members Ginger 10/29 week



Evaluate Your Events

 Discuss previous months’ events at your board meetings.
 Continuously work to improve your event from year to year.
 Change locations for special events to keep fresh & exciting.



Questions?

“Marketing is really just about 
sharing your passion.” Michael Hyatt




