
Name of event
Choose a descriptive yet easy to understand name that’s engaging and informative.

Date & time
When choosing a time, consider where the bulk of your audience resides and ensure that 
you include the timezone in all promotional messaging.

Format of event
e.g. webinar, workshop, donation drive, livestream, etc.

Virtual event marketing 
plan worksheet
The following worksheet is meant to help you create, organize, and execute a marketing plan for your 
nonprofit’s virtual event. We’ll cover everything from the basic details like the name, date & time, 
and platforms you’ll host your event on to aspects like how you’ll measure your event’s success.

In conjunction with our step-by-step guide available here, completing this worksheet will leave you 
with all the information you need to successfully market your event from beginning to end. 

To use this sheet, refer to the italicized guidance and fill in your own answers in the blanks below 
each section.

https://www.softwareadvice.com/resources/nonprofit-virtual-event-marketing-plan


Event goals
e.g. driving awareness of your organization, garnering donations or new ongoing sponsors, 
increasing geographic reach of your organization, etc. Be as specific as possible and make 
sure your goals can be measured in some way by KPIs that you’ll choose.

Key performance indicators (KPIs)
Choose KPIs that ladder up to your event (and organizational goals). Try to include a mix 
of conversion-based and engagement-based metrics e.g. donations, email signups, new 
sponsors, live attendees, clicks to website, etc.

Target audience
Are you trying to engage your current network, reach new people, or both? Consider 
aspects like location, demographics, etc.

Promotional budget
Do you have any marketing spend to dedicate to the event? If so, list how much and  
begin to sketch out rough ideas of how you’ll spend it e.g. social promotion, paid ads,  
event materials, etc.

Platforms
Where online your event will be hosted. Consider multiple platforms if available.



Key stakeholders
Who in your organization will be responsible for overseeing the marketing plan? Also 
include the individual contributors that will help with creating materials, posting content, 
executing the live portion of the event etc.

Marketing channels
Where will you focus your marketing efforts? This includes social media, email, and other 
forms of promotion.

Content calendar
This is a rough outline of the marketing content you’ll create in support of the event. A list 
is ok for now, but you’ll want to refine and translate this to a more accessible format for 
execution, potentially into your social media management or CRM platform if you have one.

Critical dependencies
This is a list of marketing resources you’ll need to see your plan through. Examples include 
video production equipment, guest speakers, social and email content creation, etc. Include 
everything you can think of to start then flesh this out further in planning meetings.

Event website
An event site is a must whether it’s a net-new website, a landing page on your existing 
website, or a microsite created for the event.



About Software Advice
Software Advice simplifies software buying. Through 1-on-1 conversation and trusted 
insights, industry-specific advisors guide buyers to top software options in as little as 
15 minutes (and it’s 100% free). Founded in 2005, Software Advice has helped nearly 
900,000 businesses find the right software for their specific needs. Software Advice also 
features over 1.5 million verified user reviews to ensure people feel confident in their 
technology decisions.

Connect with a software advisor and receive your 
personalized recommendations in as little as 15 minutes.

GET STARTED

https://www.softwareadvice.com/?modal.industry_id=11&modal.type=faststart
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