Instructions for using the

Marketing Plan Template

The new Marketing Plan format is more graphical and user friendly.  This template has been created so everyone doesn’t have to be an MSWord guru and format it from scratch.  You may wish to have different departments complete each section. The closer your plans follow the template the more formalized and uniform they will appear when combined.

Installation

1. If sending the template to others then Copy (do not move) the file called “Marketing Plan Template.doc” to your desktop or to the location of your choice (c:\mydocuments\word is the MSWord default directory).  Please do not open the file off the network or you could inadvertently modify the master for everyone.

2. Rename the file using the convention “Discipline Marketing Plan”.  Please use your discipline topic with the title code. You are now ready to either enter your data manually or “cut, copy and paste” it from your previous format.

Document Conversion

1. If you try to “import” all of your existing data at once into the template you will have to re-format everything by tagging with the appropriate styles.  You will probably find it easier to copy your existing data into the template heading by heading.  To make it easier, open the new template and the old document then click on the “Window” menu bar within MSWord and select “Arrange All.”  This will give you two screens that you can use to copy your text back and forth.

Formatting

1. The Marketing Plan Template uses extensive “style sheets.” Styles define the appearance of various text elements of your document, such as headings, captions, and body text. When you apply a style to a paragraph or word, you can apply a whole group of character or paragraph formats or both in one simple operation. When you want to change the formatting of all the text of a particular element at once, you just change the style that's applied to that element. Styles make formatting your document easier. Additionally, they serve as building blocks for outlines and tables of contents.

2. It is easy to identify which style is being used by each paragraph by noticing the style name in a window on the far left of the button bars (yours probably says “normal” right now).  Put the cursor anywhere in the document and use your arrow keys to scroll up or down.  You should see your style window change names.  You can select the style down arrow to view all the available styles.  Following are the styles used within the template and what they do:

· Normal.  The default is Normal.  This style uses 12 point text and indents everything 2”.

· Heading1.  The document uses four headings (listed as heading1..2, etc.).  Heading1 centers the 24pt text title within the 2” margin and places a thick line above.

· Heading2.  This is for major sub-headings and creates 14 pt Italic text flush left with a 2” column width and a thick line below.

· Heading3.  This is for minor sub-headings and creates 12pt Italic text flush left with a 2” column width and a thin line below.

· Heading4.  This is the same as normal text only it is bold.

· TOC2-4.  This style is used exclusively to build the automatic table of contents.  TOC1 references Heading1, TOC2 references Heading2 and so on.  By using this style the entire table of contents is automated and will grow according to the length of content that you use.

· Picture.  This style is used for pictures to center them between the columns.

· Title.  The title area uses this style, which centers the 18pt text with all caps.

There are a few additional styles but they couldn’t be removed (required by the program) or they are relatively insignificant.

1. The TOC2-4 styles will automatically generate the table of contents.  However, if the Table of Contents does not look like it updated when you added pages then click anywhere on the table of contents (all the text will turn gray signifying that you have selected it all), then click on your right mouse button and select “update field.”

2. If you copy and paste your text and it does not flow properly (i.e., it goes flush left instead of being indented 2”) then put the cursor anywhere in the paragraph and select the appropriate style from the top menu (it usually displays normal).  A menu may come up asking if you would like to change the style or re-apply the style.  Accept re-apply original style or you will change your style and for the rest of the document!

3. If you have a special need (bullets, etc.)you can always override the style.  Please do not override any headings or sub-heads or the table of contents won’t work.

Marketing Plan Content

Your Marketing Plan may or may not use all of the topics (i.e., Market Environment might not address social issues if it doesn’t apply) even though the Marketing Plan Template contains all of the possible topics and sub-topics.  If a topic or a graph is not necessary then delete it.

