
 
 
 
 
 

SEMINAR 
MARKETING 

GUIDE 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

PREPARED BY 
LLOYD BORRETT 

 
ADAPTED BASED ON LOCAL EXPERIENCE FROM 

MICROSOFT’S SEMINAR MARKETING GROUP PROGRAMME, 1994 



Seminar Marketing Guide Protech Australia Page 2 
  Dec-95 

C O N T E N T S  

1. INTRODUCTION 6 

2. SEMINAR MARKETING: WHAT IS IT? 7 

2.1 Seminars Are Information Sources 7 

2.2 Seminars Allow a High Level of Control 7 

2.3 Seminars Offer Solutions 8 

2.4 Seminars Provide Key Take-Away Messages 8 

2.5 Seminars Provide a Clear Call to Action 8 

2.6 Differences Between Seminars and Other Marketing Practices 9 
2.6.1 Seminars vs. Product Demos or Training ............................................................10 
2.6.2 Seminars vs. Events.............................................................................................11 

2.7 How Seminars Fit into the Marketing Mix 12 

2.8 Optimising the Effects of a Seminar 13 

3. FORMULATING A PLAN 14 

3.1 Setting Objectives 14 

3.2 Coordinating Marketing Activities 14 

3.3 Site Planning 14 

3.4 Tie-Ins 15 

3.5 Budget Considerations 16 

3.6 Questions to Ask 16 

3.7 Seminar Timeline 17 
3.7.1 4-6 Months Before the Seminar...........................................................................17 
3.7.2 2-3 Months Prior..................................................................................................17 
3.7.3 1 Month Prior ......................................................................................................18 
3.7.4 3 Weeks Prior.......................................................................................................18 
3.7.5 2 Weeks Prior.......................................................................................................18 
3.7.6 1 Week Prior ........................................................................................................18 
3.7.7 3 Days Prior.........................................................................................................18 
3.7.8 Day Before Seminar ............................................................................................18 
3.7.9 Day of Seminar....................................................................................................18 
3.7.10 1-2 Weeks After the Seminar .............................................................................19 



Seminar Marketing Guide Protech Australia Page 3 
  Dec-95 

4. EFFECTIVE SEMINAR PROMOTION 20 

4.1 Evaluating Promotion Alternatives 21 

4.2 Target Audience 23 

4.3 Timing 23 

4.4 Call to Action 23 

4.5 Tracking Promotional Effectiveness 23 

4.6 Comparing Promotional Costs 24 

4.7 Direct Marketing 25 
4.7.1 Customer Taxonomy............................................................................................25 
4.7.2 Obtaining Names and Lists..................................................................................27 
4.7.3 Tracking Lists ......................................................................................................28 
4.7.4 The Creative Piece...............................................................................................28 
4.7.5 Direct Mail Timing ..............................................................................................29 
4.7.6 The “Offer” or Call to Action ..............................................................................29 
4.7.7 Calculating Mail Quantity and Response Rates ..................................................31 
4.7.8 Sample Invitations ...............................................................................................31 

4.8 Advertising 31 
4.8.1 How to Create an Advertisement.........................................................................32 
4.8.2 Sample Advertisements .......................................................................................33 

4.9 Flyers 33 
4.9.1 How to Create a Flyer..........................................................................................34 
4.9.2 Sample Flyers ......................................................................................................34 

4.10 Invitation Letters 35 
4.10.1 Sample Invitation Letters...................................................................................35 
4.10.2 Invitation Letter (Microsoft Only) Template .....................................................36 
4.10.3 Invitation Letter (Microsoft and Third-Party) Template....................................37 

4.11 Telemarketing 38 
4.11.1 Sample Telemarketing Scripts ...........................................................................38 
4.11.2 Telemarketing (Microsoft Only) Sample ...........................................................39 
4.11.3 Telemarketing (Microsoft Only) Template ........................................................40 
4.11.4 Telemarketing (Microsoft and Third-Party) Template .......................................41 

4.12 Branding 42 
4.12.1 The seminar sub-brand ......................................................................................42 

4.13 Legal Requirements 43 
4.13.1 Notice of availability of accommodations.........................................................43 

5. HOW TO DEVELOP THE SEMINAR CONTENT 45 

5.1 Positioning and Message 45 

5.2 Features and Benefits 45 

5.3 Storyline 46 



Seminar Marketing Guide Protech Australia Page 4 
  Dec-95 

5.4 Writing the Seminar Script 47 

5.5 Conducting an Effective Seminar Presentation 47 

6. ON-SITE EVENT MANAGEMENT 49 

6.1 Site Selection Recommendations 49 

6.2 Making the Room Just Right 49 

6.3 Catering 51 

6.4 Confirming Your Meeting Details 51 
6.4.1 Sample Specification Letters ...............................................................................52 
6.4.2 Facsimile Cover Sheet Template .........................................................................52 
6.4.3 Confirmation of Arrangements Template ............................................................53 
6.4.4 Schedule of Events/Food and Beverage Template ..............................................54 
6.4.5 Room Setup and Rental Needs Check List Template ..........................................55 
6.4.6 Banquet Event Order Template ...........................................................................56 
6.4.7 Sample Room Diagram Template........................................................................56 

6.5 Equipment Recommendations 56 
6.5.1 To Rent or Purchase.............................................................................................57 
6.5.2 Shipping Equipment ............................................................................................58 

6.6 On-Site Staffing 58 
6.6.1 Seminar On-Site Checklist (Template) ................................................................59 
6.6.2 On-Site Registration Support Personnel Template ..............................................60 

6.7 Registration 61 
6.7.1 Managing Your Own Registration .......................................................................62 
6.7.2 Confirmation........................................................................................................63 
6.7.3 Sample Confirmation Letters...............................................................................64 
6.7.4 Confirmation Letter (Microsoft Only) Template .................................................64 
6.7.5 Confirmation Letter (Microsoft and Third-Party)Template.................................65 
6.7.6 Confirmation Letter (Paid Seminar)Template .....................................................66 
6.7.7 Confirmation Letter (Invoice)Template...............................................................68 
6.7.8 Confirmation Call Script (free seminars) Template.............................................69 

6.8 Seminar Materials 70 
6.8.1 Evaluation Forms.................................................................................................70 
6.8.2 Customer Questionnaire (Template)....................................................................71 

7. FOLLOW-UP AND MEASUREMENT 76 

7.1 Follow-up with Seminar Attendees 76 
7.1.1 Sample Follow-up Letters ...................................................................................77 
7.1.2 Follow-up Letter (Microsoft Only) Template......................................................78 
7.1.3 Follow-up Letter (Microsoft and Third-Party) Template.....................................79 

7.2 How to Measure Your Seminar's Success 80 

7.3 Measurement Tools 80 



Seminar Marketing Guide Protech Australia Page 5 
  Dec-95 

7.4 Controlling Costs 81 

7.5 Evaluation Form 81 

7.6 Focus Groups 82 

7.7 Return on Investment (ROI) 83 

7.8 Post-Questionnaire Survey 83 

7.9 Calculating ROI 84 
 

 


