
  April 2018 

Page 1 of 12 
 

ONLINE MARKETING PLAN USER GUIDE 

Log on to www.fundingmt.org 

           

 
 

 

Once the Marketing Plan has been created using Funding Opportunities.  

Click ‘My Applications’ to access your marketing plan.  

 

 

http://www.fundingmt.org/
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Click the FY19 Marketing Plan (Project Title) 

 

 

 

 

MARKETING PLAN APPLICATION FORMS 

There are four forms that will be used to complete your marketing plan. 

1. Marketing Plan Narrative – answer the 5 questions asked in Section 6 of the 

Regulations 

2. Marketing Segments – add your marketing segments and methods 

3. Budget – post budgeted amounts for each marketing method 

4. Required documents – attach the three required documents that must be sent 

with your marketing plan 
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The General Information form contains your contact information and is marked complete 

because this information was provided when you created your marketing plan. (the 

information can be edited by clicking ‘General Information’) 

Click ‘General Information’ then ‘Edit’ to update information as necessary. 
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MARKETING PLAN NARRATIVE 

Click on ‘Reg/CVB Marketing Plan Narrative’ then ‘Edit’. Input your marketing plan 

narrative information. Complete each question and click ‘Save’ when finished. 

These are rich text fields. Information can be cut and pasted into the fields. 

 

 

 

 

‘Mark as Complete’ when finished 
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MARKETING PLAN SEGMENTS AND METHODS 

Click on ‘Reg/CVB Market Segments to input your Marketing Segments and Marketing 

Methods. 

 

 

Click the ‘Add’ button to input Marketing Segment and Method information from the 

dropdown menus. If Marketing Plan has been copied use the ‘Edit’ button to make 

updates to copied information.  
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The Marketing Segments examples are listed in a dropdown menu. Use the segments 

that are applicable to your marketing strategy.  

Choose one applicable Marketing Segment from the dropdown menu. 

 

 

Once you choose a Marketing Segment a dropdown menu of applicable Marketing 

Method examples appears.  
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Choose the Marketing Method that is applicable and answer the questions for each 

marketing method used (with the exception of Marketing Method Evaluation). 

 

Include the Estimated budget for each method. 

 

Click ‘Save’. 
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Follow the above steps for each Marketing Segment and Marketing Method you are 

using. 

The Marketing Method Evaluation information will be completed once the marketing 

segment or method is finished. Leave it blank for now. 

 

 

‘Mark as Complete’ when finished 
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MARKETING METHOD BUDGET 

Click on Marketing Method Budget form to input your annual budget. Include the 

budgeted amount for each Marketing Segment and Method. 

 

 

Click the ‘Add’ button and use the dropdown menus to input budget information for each 

Marketing Segment and Method used. If your budget was copied from a previous 

marketing plan, use the ‘Edit’ button to adjust budgeted amounts for each marketing 

method. Any line items showing a budget of $0.00 should be deleted. 

 

 

 

 

Choose the applicable Marketing Segment & Method then post the Budgeted Amount.  

This Budgeted Amount will be adjusted as needed when budgeted line item amounts 

change.  
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‘Mark as Complete’ when finished 
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REG/CVB REQUIRED DOCUMENTS 

This is a link to the three documents that are required to be included with your marketing 

plan. They include the Applicant’s Certificate of Compliance, Application for Lodging Tax 

Revenue and the Pledge of Understanding. 

 

Download and complete the forms, then scan them and include as attachment. 

 

‘Mark as Complete’ when finished 

 

MISCELLANEOUS ATTACHMENTS 

There is a form called ‘Miscellaneous Attachments’ for adding additional information to 

the marketing plan. This component must also be ‘Mark(ed) as Complete’ prior to 

submitting plan for review. 
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SUBMIT MARKETING PLAN FOR REVIEW & APPROVAL 

Each Application Form must be marked as complete before the marketing plan can be 

submitted for review and approval by the council. 

 

Once all forms are marked as complete, submit your marketing plan by hitting the 

‘Submit’ button on the Applications Forms page. 

 


