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Marketing Plan

	Initiative
	Objective
	Vehicles
	Audience
	Frequency/

Date
	Responsibility

	IMAGE
	
	
	
	
	

	Training.
	Upgrade communication skills


	   CBT
	All Technology employees
	New Hire; New equipment/ technology
	IT Manager

	Image consistency.
	Set up standard communication template.


	website
	Clients
	Always on
	Web Team

	Image Review
	Review all marketing materials. Check quality.


	Client acceptance form
	Clients
	Sign off by client
	Technician

	Image Survey
	Check customer's perception of our image.


	Survey*
	Management
	After service has been performed
	User

	SELLING VALUE
	
	
	
	
	

	Quarterly performance report


	Inform management of Help Desk Value.
	Reports / spreadsheets


	Management
	Quarterly
	IT manager

	Performance Updates
	Inform management and customers of Help Desk value.


	Semi-Annual Published report
	All employee
	Semi-annual
	IT manager

	COMMUNICATION
	
	
	
	
	

	Planned Service Interruptions


	Make customers aware of down times.
	Email
	Clients
	Upon need
	IT staff causing interruption

	Emergencies, Bad News
	Make customers aware that emergency exists and inform them of impact.
	Phone or personal
	Clients
	Upon Need
	IT staff

	Changes in technological environment
	Prepare customers for changes in environment.
	   Company wide memo or letter
	All employees
	1 month Prior to change
	IT Management

	Feedback
	Get suggestions from customers.
	Survey*
	Clients
	After service has been performed
	User

	EDUCATION
	
	
	
	
	

	Updates to standards, procedures, policies.
	Keep customers aware of changes to technology standards.
	Website
	All Employees
	1 month Prior to changes
	IT management; 

Web staff

	Frequently Asked Questions (FAQ).
	Give customers answers to FAQ so that they don't have to call.
	Website
	All 

Employees
	24hrs a day
	Web Staff

	Technology misuse.
	To minimize theft of laptops.
	Inventory Tracking
	IT Staff
	Semi-Annual
	IT Staff


