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GET MORE PEOPLE ON YOUR  WEBINARS CALENDAR 

Copyright Notice 

Copyright © NAMS, Inc.  All rights reserved worldwide. 

No part of this material may be used, reproduced, distributed or transmitted in any 

form and by any means whatsoever, including without limitation photocopying, 

recording or other electronic or mechanical methods or by any information storage and 

retrieval system, without the prior written permission from the author, except for brief 

excerpts in a review. 

This material is to provide general information only.  Neither the author nor the 

publisher gives any legal or other professional advice.  If you need expert advice, you 

should seek advice from the appropriate licensed professional.  This material does not 

provide complete information on the subject matter covered.  This material is not to 

address specific requirements, either for an individual or an organization.   

This material is to be used only as a general guide and not as a sole source of 

information on the subject matter.  While the author has undertaken diligent efforts to 

ensure accuracy, there is no guarantee of accuracy or no errors, omissions, or 

typographical errors.  Any slights of people or organizations are unintentional.   

Any reference to any person or organization, whether living or dead, is purely 

coincidental.  The author and publisher shall have no liability or responsibility to any 

person or entity. A result of this disclaims all liability, including without limitation, 

liability for consequential damages regarding any claim, loss, or damage that may be 

incurred, or alleged to have committed, directly or indirectly, arising out of the 

information provided in this material.  
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Copy and paste these tasks to your calendar. 

Week 1 

Monday 

Determine the topic and goal for your webinar: 

Topic 

 

 

Goal 

 

 

Purpose 

 

 

Decide on your webinar angle. 

 

 

Write a short description of who your webinar is targeted for. 
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Research to ensure that your angle and topic are high value for your unique 

attendee. 

 

 

 

 

 

 

 

 

Refer to your workbook and refine your webinar’s: 

Title 

 

 

Hook 

 

 

The Big ‘Why’ 
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Tuesday 

Write your powerful description for your webinar. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Remove any information that is not absolutely essential. 

Tighten your copy. 

Review the title and the hook. Do they still grab you? 

Tweak them as needed. 
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Title. 

 

 

Hook. 

 

 

Write your landing page CTA (call to action): 

 

 

 

Wednesday 

Select your landing page template and make sure it will work with videos 

and any other technical features you need. 

 

Thursday 

Print your chosen landing page template and write your webinar landing 

page content. 
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Copy/paste your new copy to your template. 

If you outsource this task, provide them with everything they need to create 

your pages. 

Create the links needed for your pages. 
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Create the landing page and confirmation page. 

 

Friday 

Review what has been accomplished this week. Complete all open tasks. 

 

 

 

 

 

Review your incentive or gift. 

Finalize your decision on your webinar incentive or gift. 

Create your gift.  

 

Week 2 

Monday 

Complete all tasks missed from last week. 
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Tuesday 

Brainstorm promotional ideas for your webinar. 
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Plan your promo schedule for: 

Social networks – which ones? 

 

 

Blog Posts – topic, content, how often? 

 

 

Advertising -where? 

 

 

Email follow-up Series 

 

Graphics: Infographics content and images 

 

 

Graphics: Image quotes 

 

Graphics: Videos script and images 

 

 

Podcasts or audio files 
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Thursday 

Draft your webinar email series: 
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Friday 

Review the week.  

List tasks not completed: 

 

 

 

 

 

Why were they not completed? Did you need more time allotted to do them? 

 

 

 

 

 

Put unfinished task on next week’s calendar. Add extra time to complete 

them. 

 

 

Respond to Outsource freelancers and schedule interviews. List top 

contenders. 
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Plan next week’s webinar creation/promotional schedule. 
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Week 3 

Monday 

Draft your blog posts. 
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Tuesday 

Create an editorial calendar for your blog and social media posts. 

How often will your post? 

 

 

 

 

 

 

 

 

Wednesday 

Write your webinar emails, blog posts, social media posts. 

 

Thursday 

Determine if you will outsource or create yourself the following: 

Graphics 
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Infographics 

 

 

Image Quotes 

 

 

 

Friday 

Send thank you gift/card to guest or co-host. 

Ideas for gift: 

 

 

 

Create Affiliate (Promotional) resources. 
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Week 4 

Monday 

Review your progress and tie-up any loose ends you missed last week. 

 

 

 

 

 

 

 

 

 

Create Social Posts for you to use: 
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Create Social Posts for Guest and JVs to use. 

 

 

 

 

 

 

 

 

 

Create Blog Posts for Guest and JVs to use. Create powerful Titles. 

 

 

 

 

Resources to share with guest and JVs. 
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Tuesday 

Finalize video and audio scripts. 

 

 

 

Gather images, slides and other graphics for videos. 

Create your videos and audios. Test all links referenced. 

 

Wednesday 

Proof and schedule your blog and social posts. Test all links. 

Load email series in your autoresponder. 

Touch base with your co-host for updates. 

 

Thursday 

Publish your landing/registration page. Proofread and test all links. Perform 

a complete test on the registration process. 

Monitor email, social comments and blog comments for comments and 

feedback. 

 

Friday 

Review the webinar preparations. Are there any reach-expanding 

opportunities you have missed? If so, reach out now. 
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Review the webinar script and cue-cards. Share with your co-host/guest. 

Confirm you have everything you need to finalize set up. 

Practice with your webinar technology. 

Determine how you will track data for webinar. 

Review your process and handle anything you missed this week. 

Review your offer and test links. 

Have fun! 
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