		April 2020
TAC Marketing Plan Review Process
When a Marketing Plan is released for review in WebGrants, you will receive an email alert letting you know the plan is available for review and comments.

[bookmark: _MailOriginal] **** Do Not Respond to This Email ****

You have been assigned to review applications.

Funding Opportunity: 95522 - FY21 Region/CVB Marketing Plan
Program Area: DOC Office of Tourism
Due Date: 05/18/2020

1)	Please log into WebGrants grants management system at https://funding.mt.gov/index.do
   a)	Enter your username & password.

2)	To review the application:
   a)	Click on “My Reviews” and the application(s) assigned to you for review will be listed at the top.
   b)	Click on the application title in blue. The application will appear. 
   c)	Links to attached documents in the application will be listed in blue. Click on the blue file name to view.

3)	To submit a review:
   a)	While still in the application, click on the “Review” button at the top right side of the page.
   b)	Click on the blue review form link(s)
   c)	Enter your comments and/or score
   d)	Click “Save”
   e)	Select “Mark as Complete”
   f)	Click “Submit”


You may log into the WebGrants grants management system at the following location:
https://funding.mt.gov/index.do

1. Log into https://funding.mt.gov/index.do

[image: ]
2. Click ‘My Reviews’ located on the Main Menu screen.
[image: ]

3. In the ‘Applications to Be Reviewed’ section you will see the marketing plan(s) for review.
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4. Click on the Application title. (FY21 [Organization] Marketing Plan) 
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5. The Marketing Plan opens and is ready for review.



6. Click the ‘Review’ tab. The name of the review form pops up.  
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7. A second text window pops up to access the review forms. 
Click ‘TAC Marketing Plan Comments’ 

[image: ]

8. Once opened, this window shows the three components of the marketing plan the Regions and CVBs discuss.
a. Narrative - Community & Brand Support
b. Marketing Segments and Methods
c. Budget

You have the opportunity to review and provide comment for each section. Comments are optional.


Click ‘Edit”
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9. The review form is divided into three sections – Community & Brand Support, Marketing Segment, Strategy and Marketing Method Budget. 
Type your comments in the ‘Community & Brand Support’ box and click ‘Save’ before leaving the screen. 
Comments are not required – the Save button still has to be clicked even if no comments are provided.
[image: ]
Type your comments in the ‘Marketing Segment, Strategy & Budget’ box and click ‘Save’ before leaving the screen. (scroll to top of screen)
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Type your comments in the ‘Marketing Method Budget’ box and click ‘Save’ before leaving the screen. (scroll to top of screen)
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After the ‘Save’ button is clicked the following message appears – Click ‘OK’
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10. Once you’ve finished reviewing the plan (comments are completed and saved), click ‘Mark as Complete’ on the My Reviews screen.
[image: ]
After the ‘Mark as Complete’ button is clicked the following message appears – Click ‘OK’
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11. Click ‘Submit Review’ on the Review screen to submit your comments.
[image: ]
After the ‘Submit Review’ button is clicked the following message appears – Click ‘OK’

[image: ]




Click ‘OK’
[image: ]


NOTES:	You must ‘Submit Review’ before comments can be compiled and distributed to the Regions and CVBs prior to the TAC meeting.
The sooner comments are received the more time the Regions and CVBs have to respond to questions and make any requested clarifications to the Marketing Plan.











Marketing Plan Narrative Section
The Narrative Section of the Marketing Plan discusses the Region or CVB’s marketing strategies, target audiences, goals and objectives. There are four items talked about in this section and each is addressed separately.
Each marketing plan narrative needs to be reviewed through the lens of that particular community or region.
1. Describe your destination (who you are, who you wish to attract and why would they come) addressing your strengths, opportunities and potential challenges. How does your destination align with Montana’s Brand pillars?
2. How will your marketing plan address the three phases of the travel decision process of inspiration, orientation and facilitation?
3. Who is your market?
a. Define your target markets (demographic, geographic and psychographic).
b. What are your emerging markets?
c. What research supports your target marketing?
4. Describe your overall Goals and Objectives. 
A goal is an idea of the future or desired result that a person or group of people envisions, plans and commits to achieve
Objectives are formed from your goals.  They are logical, attainable steps to achieve the goals and are able to be measured.


	[bookmark: _Hlk39044000]Checklist  for Market Segment/Method section 

	
	Information Included and Complete (indicate "Y" for Yes or "N" for No)
	If missing or incomplete, please include notes or recommendations:

	
	
	

	Marketing Segment 
	 
	 

	Should be one of these categories as identified in the Rules & Procedures or as identified by the TAC: consumer, publicity, Group meetings/conventions, Events, Film, Marketing Support, Research 
	
	

	Marketing Method 
	 
	 

	Marketing Methods describe the specific type of marketing or support that is used for each individual segment. Methods should adhere to the requirements found in Appendix C of the Rules & Procedures, including maximum percentage of allowable budget.  If it is an entirely new method, the council may set requirements. Methods should support the overall marketing plan. Note: Approval may be denied by the Council if it is not perceived to do so.
	
	

	Does research support this method?
	 
	 

	Should indicate "yes" along with a short description of the research. This could include historical reporting of prior success using this method, industry data supporting this method, or indicating this method is identified as a tactical goal in a sustainable tourism plan or community master plan. 
	
	

	Describe your method.
	 
	 

	This should include a specific description of the media or project. This could be specific advertising or media campaigns (e.g., Facebook or Trip Advisor), distribution strategies, collaboration with other partners, objectives for working with agencies, description of consumer or trade shows, etc. Methods such as "Joint Venture," "Opportunity," and "Cooperative Marketing" may only have a strategy during the initial budget review. As specific projects arise, the method would be updated to reflect specific projects.  The reason for the metric should go under the next column. 
	
	

	Supporting research/statistics
	 
	 

	What is the research or data that supports this plan or strategy? This could be industry wide, historical success, etc. Research is required for each method. 
	
	

	How do you plan to measure success?
	 
	 

	This is a critical part of the marketing plan. How will measure success of the method?  Metrics are required for each method. This could include website analytics, Facebook or other social media tool reports, a project should include a simple goal of completing the project and details such as "increasing our photo library with 50 new photos and 2 new videos." etc. 
	
	

	Provide a brief rationale.
	 
	 

	This is the reason behind the metrics. Why use this measurement and how will it help in determining success, return on investment, provide feedback, etc. 
	
	

	Estimated budget for method.
	 
	 

	The amount to be spent on this method. This could increase or decrease during the year depending on additional money or reallocating funds to other methods. 
	
	

	Marketing Method Evaluation
	 
	 

	Completed by January 1st of the year following the marketing plan fiscal year end to allow for data collection and analysis. Did you meet your objective - was your strategy successful? Yes/No Explain  using results from the measurements defined above. This section also requires 1) An updated budget comparing estimated budget amounts versus actual expenditures for each marketing segment and method, and 2) An update of the pie chart illustrating what percentage of the budget was used in each marketing segment.
	
	

	Are you using private funds to support this method? (optional) 
	 
	 

	This would include private funds. 
	
	

	Non bed tax funds used? Yes/No (optional)
	 
	 

	This could include TBID funds, economic development funds, municipal funding, grants, etc. 
	
	

	Add'l Attachments
	 
	 

	This is where reports are included with the marketing method evaluation process.
	
	




Marketing Method Budget
The Marketing Method Budget shows the amount of bed tax funds the Region or CVB is allocating to each marketing method discussed in the Marketing Method, Segment/Method Section.  
NOTE: Sometimes an organization will budget a small amount to a line item to use a ‘place holder’ in case additional funding becomes available later in the fiscal year. If funding does become available and the budget is increased adjustments are made in webgrants and the TAC Marketing Committee is notified. Additionally, any increases to the bottom-line budget must be approved by the TAC Marketing Committee. Funds can be shifted between already approved line items.
Attachments
[bookmark: _GoBack]Files may be attached in multiple places in the marketing plan. Take the time to open and review them.
· At the bottom of the Narrative section of the marketing plan
· To the far right of each marketing method line item in the Marketing Method/Segment section
· At the bottom of the Marketing Method/Segment section of the marketing plan
· Included in the ‘Miscellaneous Attachments’ component of the marketing plan
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