INFO Checklist for marketing and promotion 
of new materials and web sites
(Draft version - November 21, 2007)

Based on the content of your materials, you should identify target audience(s) for the materials.  Please indicate if the content is to be “published” to the Internet or in print, or both and which audiences to target in dissemination. In general all documents should be published to the Internet. Helpful to search engines for documents on the Internet are key words and a description of the content.

Send your feedback and suggestions to: Peggy D’Adamo, mdadamo@jhuccp.org 
Initial Promotion

Develop a promotion plan to all your potential audiences as well as the following materials:

· Fact sheet

· Short presentation

· Graphics of the cover and any other interesting graphic content

· Quotations from satisfied users of the product

· CD-ROM version (if it is a web site)

Contact the following groups: 
USAID Missions and Partners

· Identify and contact missions either by e-mail or postal mail (or both) and direct mail sample copies to the PHN Officer or appropriate technical contact with information on how to request additional copies. 


· Work with your CTO at USAID/W to periodically distribute announcements and ordering information through their internal list-servs to USAID missions and in-country partners. 


· Contact USAID CA and partner project directors directly by e-mail, mail and/or telephone and ask them to share information on the materials with project staff and country offices.  Ask the CTO/TA to publish an announcement to USAID/GH internal email newsletters. A short news release prepared along with your request wil facilitate that getting done.

· Send your announcement to CAs and contractors with field offices and ask them to distribute it directly to their field office staff.


· Volunteer to do a ‘brown bag’ lunch time presentation at USAID/W or for one of the working groups (gender, youth, HIPnet, M&E, FGC, CORE Group etc.). Some groups have regular meetings in person or virtually.  Some even have tables at meetings where you can display your materials and talk to people one-on-one. 


· Contact the USAID Regional Support Team at USAID/W and volunteer to give a presentation at their monthly meetings. 


· Contact CAs individually and volunteer to come to their offices to present a ‘brown bag’ just for them. 

Multilateral Institutions and Bilateral Donors
· Work with existing partnerships such as WHO, UNFPA, and World Bank to distribute the materials or information about electronic versions through their field and regional offices by e-mail, through regular mail and at meetings and conferences. Keep in mind the difference stakeholders inherent of these organizations and where their interests lie. You may have to re-script the content accordingly.


· Work with other bilateral donors active in family planning to distribute the wall chart to specific country offices such as CIDA, Danida, DCI, DFID, FDC, NORAD, and SIDA. Keep in mind the difference stakeholders inherent of these organizations and where their interests lie. You may have to re-script the content accordingly.

Cooperative Agencies, professional networks, associations and communities

· Prepare and distribute an electronic announcement via list servers and e-newsletters.  

· Identify list serves and e-newsletters that are specifically related to the topics you have covered and make a special effort to send them additional information or ask them to write up something like a review.

· Conduct additional listserv campaigns over a period of several months announcing the availability of the materials or focusing on some new aspect of them.  Be sure to include large listservs such as HIF-net, Afro-Nets, and Drum Beat. Document where you send the announcement and how many members each group has if that information is available.  HIPnet can supply you with a spreadsheet that lists many listservs and e-newsletters.


· Utilize your own organization’s country offices as distribution points to local organizations and CAs. Make special effort to ask country offices that are working in your area.  Find out if there are local events in country (or larger regional conferences) where you could get a country office staff person to represent you or give a talk about the materials.  Ask your local staff to introduce your materials to the Mission or the Ministry of Health. 


· Advertise the materials through proven online knowledge management and communication portals such as RH Gateway, e-Granary, Development Gateway, the Communication Initiative, La Iniciativa Comunicación, Soul Beat, and PHInfoshare, HIV/AIDS and Sexual and Reproductive Health web site, HRH Global Resource Center, PSP-One online resource center, IGLOO, ELDIS,  etc. 

· Have announcements of Internet-bound material prepared in XML (extended Markup Language) format for RSS (really simple syndication) so that RSS aggregators will pick up your announcement for wider broadcast. (There are free on-line programs that will do this for you).


· Send your materials to other groups and ask them to include them in their online databases and newsletters (need to develop a list)


· Promote your materials through the Implementing Best Practices (IBP) Knowledge Gateway (or other online communities that you are aware of).  Consider sponsoring an online discussion about topics related to your materials. 


· Distribute sample copies and ordering information at upcoming professional meetings such as APHA, Global Health Council, etc. 


· Submit abstracts to conference like Global Health Council, APHA, MAQ Mini-University, etc.

· Consider a moderated on-line forum that could expand the audience reach and extend uptake to nontraditional USAID partners. This service is available through WHO knowledge gateway (Contact…)
 

· Volunteer to write an editorial for The Pop Reporter on your topic (Contact: Theresa Norton at INFO).


· Volunteer to write a Global Health Technical Brief on your topic for the MAQ web site (Contact: Theresa Norton at INFO) or develop an e-learning module for the USAID Global Health e-learning web site with USAID support (Contact: Chris Davis at INFO).  


· Contact professional organizations (FIGO, ICM, ICN, etc) working in your field.  Ask them to promote the material in their newsletters and on their web sites. Keep in mind the difference stakeholders inherent of these organizations and where their interests lie. You may have to re-script the content accordingly.


· Submit your full text electronic publications to TALC for inclusion on their CD-ROMS and to e-Granary for inclusion on their hard drives.


· Contact WHO about its Blue Trunk Library and ICN about their mobile nurses library.  Ask if your materials are appropriate for inclusion and offer to supply them. Contact WiderNet for the same accomodation. (www.widernet.org) 

Direct mailing - information about the materials or copies of the materials
· Prepare a one-page flier about the materials that includes information on content, audience, purpose of the material, how to order additional copies, available languages, costs, etc
.

· Mail the flier (with a copy of the material if possible) to each PHN Officer at USAID Missions.

· Send the same flier (with a copy of the material or link to online version) to USAID Project CTOs. 

· Send a copy of your materials to selected libraries in the US (some CAs, some universities)


· Send information to Ministries of Health in selected countries – either directly or via your field offices. 

Final Ideas

· Participate in the HIPNet Library mailing – you can send your materials to almost 1,000 libraries for only about $4/pound.


· Submit your materials, if appropriate, to scholarly journals and newsletters for review.


· If your material is a publication, consider posting an HTML version online in addition to the PDF version. 


· Add your full text materials to Google Scholar and consider putting your publications on Google Books. 


· Contact other related web sites and invite them to link to the electronic version of your materials or publications.  You can start by looking up the organizations related to your topic in One Source. 

· When preparing material destined for developing countries keep in mind the Reading Scale for non-native English speakers.
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