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Internal Marketing Campaign Launch
Checklist

Planning and Strategy

1. Define Campaign Objectives

o ldentify Clear Goals and KPIs: Establish specific, measurable, achievable,
relevant, and time-bound (SMART) goals. Examples include increasing employee
engagement by 20%, achieving a 50% open rate on internal emails, or boosting
participation in a specific program by 30%.

o Ensure Alignment with Business Objectives: Confirm that campaign goals
support the company's overall strategic goals, such as improving company
culture, increasing productivity, or enhancing internal communication.

2. Identify Target Audience
o Segment Internal Audience: Determine which groups within the organization
are the campaign's focus (e.g., new hires, managers, remote workers, specific
departments).
o Understand Audience Needs and Preferences: Conduct surveys or focus
groups to gather insights into what the target audience values and how they
prefer to receive information.

3. Develop Key Messages
o Create Compelling, Clear, and Consistent Messages: Ensure the messaging
is engaging and easy to understand. Tailor messages to resonate with the target
audience.
o Align Messages with Company Values and Goals: Ensure the campaign's
messaging reflects the company's mission, vision, and core values.

4. Set Timeline and Milestones
o Outline the Campaign Schedule: Develop a detailed timeline that includes all
key activities and deadlines.
o Set Key Milestones and Deadlines: Identify critical points in the campaign, such
as content creation deadlines, launch dates, and evaluation periods.
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5. Budget Allocation
o Determine Budget Requirements: Estimate costs for content creation,
promotional materials, software/tools, and additional resources.
o Ensure Approval from Finance or Relevant Stakeholders: Secure budget
approval to fund all planned activities.

Creative and Content Development

6. Content Creation

o Develop Content for Different Formats: Create various content types (emails,
intranet posts, videos, infographics) to engage different segments of the
audience.

o Create Supporting Materials: Prepare additional resources like FAQs, posters,
flyers, and guides to support the campaign.

7. Design and Branding

o Ensure Design Consistency with Company Branding: Use the company’s
visual identity guidelines to maintain brand consistency across all campaign
materials.

o Prepare Visual Assets: Develop graphics, banners, and other visual elements
used in the campaign.

8. Internal Communication Channels

o ldentify and Prepare Channels: Choose the most effective communication
channels for reaching the target audience (email, intranet, Slack, Yammer, etc.).

o Ensure Channels Are Ready for Deployment: Test the channels to ensure they
function properly and handle the expected traffic.

9. Employee Engagement Tactics

o Plan Activities to Boost Engagement: To encourage participation, organize
contests, surveys, feedback sessions, and interactive events.

o Prepare Necessary Tools or Platforms: Ensure that any tools or platforms
needed for these activities are ready and tested.

Logistics and Execution

10. Launch Plan

o Create a Detailed Launch Plan: Outline all steps required for a successful
launch, including the sequence of activities and who is responsible for each task.
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11.

o Schedule Launch Events or Meetings if Applicable: Plan any meetings,
webinars, or events that will help kick off the campaign.

Internal Team Briefing

o Inform All Relevant Teams About the Campaign: Ensure all departments,
especially those directly involved, are fully briefed on the details.

o Provide Training or Briefing Sessions if Necessary: Conduct training sessions
to ensure team members understand their roles and responsibilities.

12. Technical Setup

o Ensure All Technical Requirements Are in Place: Confirm that all necessary
software, platforms, and tools are set up and functional.

o Test All Systems and Tools to Avoid Technical Issues: Conduct thorough
testing to prevent technical issues during the campaign launch.

Launch Phase

13.

14.

15.

Pre-Launch Teasers

o Send Out Teasers or Sneak Peeks to Build Anticipation: Create excitement
by sharing previews or hints about the campaign.

o Engage Key Influencers or Leaders within the Organization: Get buy-in from
influential employees or leaders who can champion the campaign.

Official Launch

o Execute the Launch According to the Plan: Implement all planned activities
and monitor for any issues.

o Monitor Initial Feedback and Engagement: Track initial responses to the
campaign and address any immediate concerns or feedback.

Monitor and Adjust

o Track Performance Against KPIs: Continuously monitor campaign metrics to
ensure goals are being met.

o Gather and Analyze Feedback for Any Immediate Adjustments: Collect
participant feedback and make necessary adjustments to improve the
campaign’s effectiveness.

Post-Launch
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16. Follow-Up Communications

o Send Thank You Messages and Updates: Express appreciation to participants
and provide updates on the campaign’s progress and impact.

o Share Initial Success Metrics and Highlights: Communicate early successes
and positive outcomes to maintain momentum and enthusiasm.

17. Feedback Collection

o Conduct Surveys or Feedback Sessions: Gather detailed feedback from
participants to understand their experiences and suggestions.

o Analyze Feedback for Continuous Improvement: Use the feedback to identify
areas for improvement and refine future campaigns.

18. Performance Review

o Compare Results with Campaign Objectives and KPls: Assess how well the
campaign met its goals and its impact on the organization.

o ldentify Successes and Areas for Improvement: Highlight successful elements
and note areas that need improvement for future reference.

19. Report and Document

o Prepare a Comprehensive Report on Campaign Performance: Create a
detailed report that includes all relevant data, analysis, and insights.

o Document Lessons Learned and Best Practices for Future Campaigns:
Record what worked well and what didn’t to inform future internal marketing
efforts.

Ongoing Engagement

20. Sustain Engagement
o Plan for Ongoing Communications and Engagement Activities: Develop a
plan to keep the audience engaged with regular updates and new content.
o Maintain Momentum with Regular Updates and Content: Continue to provide
valuable information and updates to keep the campaign’s momentum going.

By meticulously following this expanded checklist, you can ensure a well-coordinated and
effective internal marketing campaign that resonates with employees and drives meaningful
engagement.



