New Property/Phase 1/Step 2 Timeline
Task:  Draft hotel announcement release

Day 0

Deal executed

Day 1

Begin drafting hotel announcement press release

Day 3

Submit press release draft to Starwood for approval

Day 5

Starwood provides 1st round of edits to press release; begin working on 

2nd draft

Day 6

Submit 2nd draft of press release to Starwood

Day 7

Starwood Leadership Team (SLT) approval (necessary if distributing press 

release over the wire)
Day 8

Final edits from Starwood and/or SLT; distribute press release to local, 

regional, national and trade media; if day 8 falls on a Friday, distribute the following Monday
Days 10-12
Perform media follow-up calls/pitching (where appropriate); coordinate any 

requests for interviews through Starwood corporate PR
# # #
New Property/Phase 2/Step 2 Timeline

Task:  Coordinate media relations for groundbreaking event
All steps to be completed beginning 9 weeks before the groundbreaking up to the day of the actual event.  Specific time break-outs as follows:

9 weeks prior

Develop local, business and trade media lists (Starwood to assist with 

trade media)
8 weeks prior 
Update hotel announcement release with teaser information about 

planned groundbreaking event

· Day 1 – update release

· Day 3 – draft of release sent to Starwood for approval

· Day 5 – edits back from Starwood; begin 2nd draft of release

· Day 6 – 2nd draft of release to Starwood for final approval

· Day 7 – SLT approval (if necessary)

7 weeks prior

Distribute updated hotel announcement release to media

5 weeks prior 
Draft construction milestone/topping off release or topping off photo 

opportunity (if applicable)
· Day 1 – draft release or photo opportunity

· Day 3 – draft of release/photo opportunity sent to Starwood for approval

· Day 5 – edits back from Starwood; begin 2nd draft of release/photo opportunity 

· Day 6 – 2nd draft of release/photo opportunity to Starwood for final approval

· Day 7 – SLT approval (if necessary)

4 weeks prior

Distribute construction milestone/topping off release or topping off photo 

opportunity to media (if photo alert, send 4-5 days in advance of topping off to weekly publications/magazines and 1-2 days in advance of the topping off to daily publications and TV stations); perform follow-up calls/pitching to select media
Order press kit folders/inserts from Starwood corporate PR

Coordinate any press kit printing of working files with local vendors (if necessary); all press kit contents must be received within 3 days of the actual groundbreaking event
2 weeks prior

Draft groundbreaking event release and media alert
· Day 1 – draft release and media alert
· Day 3 – draft of release and media alert sent to Starwood for approval

· Day 5 – edits back from Starwood; begin 2nd draft of release and media alert
· Day 6 – 2nd draft of release and media alert to Starwood for final approval

· Day 7 – SLT approval (if necessary)

4-5 days prior
Distribute media alert to weekly publications/magazines
3 days prior

Compile press kits



Finalize media alert

2 days prior

Distribute media alert to daily publications/TV stations
1 day prior

Perform follow-up calls on media alert; re-distribute to certain outlets, if 

necessary
Day of event

Perform final follow-up calls to media to learn of attendance at event; re-
distribute alert if needed



Distribute press kits to attending media
Immediately

following event
Distribute groundbreaking release to media list



Draft photo release/cutline from groundbreaking event; submit to 

Starwood for immediate approval



Distribute electronic press kits to select key media not in attendance at 
the actual event; include link to access online photos/cutlines from the event; follow-up with media one day later to confirm receipt and discuss story placement
# # #
New Property/Phase 2/Step 3 Timeline
Task:  Coordinate details for groundbreaking event
All steps to be completed beginning 2.5 months before the ground-breaking up to 3 days prior to the event. Specific time break-outs as follows:

2.5 months prior
Develop groundbreaking event planning timeline

Develop guest list (media, elected officials, community representatives, future customers/local businesses, etc.); secure date with VIPs

Develop invitations; obtain Starwood approval

2 months prior
Send invitations to printer



Begin coordinating logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.), as needed
Produce branded event materials (i.e. marketing materials and premium items), as needed; all materials to be in-house within 3 days of the event
1.5 months prior
Distribute invitations; make sure to include Starwood corporate staff 

who received “save-the-date” notices
1 month prior 
Continue coordinating logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.), as needed
2 weeks prior 
Finalize/confirm all logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.)
Develop event agenda
Draft speakers points
5 days prior

Finalize speakers points; distribute to relevant parties
3 days prior

Distribute event agenda to relevant parties
# # #
New Property/Phase 2/Step 4 Timeline

Task:  Coordinate pre-event set-up for groundbreaking event

2 days prior

Continue pre-event set-up and load-in of materials (i.e. install construction 

signage, erect tent, etc.)
1 day prior

Continue pre-event set-up and load-in of materials (i.e. A/V, power, 

staging, etc.)
Coordinate other pre-event set-up (i.e. compiling goodie bags, etc.)



Host dry run of event

Day of event

Set up catering, premiums and collateral



Final pre-event set-up and load-in of materials



Host event
# # #

New Property/Phase 3/Step 4 Timeline
Task:  Coordinate media relations

5-6 months prior
Create key messages for property
Develop targeted local, regional, national business and trade media lists (Starwood to assist with trade media)   

5 months prior
Draft GM/DOSM announcement release
· Draft release

· 2 days later – send to Starwood for approval

· 1 day later – edits back from Starwood; begin 2nd draft of release

· 1 day later – 2nd draft of release to Starwood for final approval

· 1 day later – SLT approval (if necessary)

· 1 day later – distribute to media (except not on Fridays)

· 3 days later – perform media follow-up (where appropriate)

Develop various unique pitch angles and story ideas for property
Develop pitching timeline for long-lead and short-lead media; include print and broadcast; begin pitching according to plan 
4 months prior
Draft other hotel news releases (as appropriate), including other key 

personnel announcements, restaurant/bar, featured amenities, personnel openings, etc.; follow 8-day procedure for drafting/gaining approval from Starwood; distribute to appropriate media; perform follow-up shortly after distribution 
Continue pitching unique story angles per outlined plan 

3 months prior
Draft ribbon-cutting event calendar listings; follow 8-day procedure for 

drafting/gaining approval from Starwood; distribute to long-lead media outlets (i.e. magazines)



Draft other hotel news releases (as appropriate), including other key 

personnel announcements, restaurant/bar, featured amenities, personnel openings, etc.; follow 8-day procedure for drafting/gaining approval from Starwood; distribute to appropriate media; perform follow-up shortly after distribution
Continue pitching unique story angles per outlined plan 

Develop press property tour strategy; obtain list of feeder markets from DOSM 
2 months prior
Distribute ribbon-cutting event calendar listings to medium-lead media 

outlets (i.e. weekly publications)



Draft other hotel news releases (as appropriate), including other key 

personnel announcements, restaurant/bar, featured amenities, personnel openings, etc.; follow 8-day procedure for drafting/gaining approval from Starwood; distribute to appropriate media; perform follow-up shortly after distribution
Continue pitching unique story angles per outlined plan 
Develop photo shot list and host photo shoot 
Pitch media to attend a press property tour; coordinate necessary logistics 
1 month prior

Distribute ribbon-cutting event calendar listings to short-lead media 

outlets (i.e. daily publications)
Identify desired list of media outlets for Editor 101/media briefings 



Draft hotel general release (including mention of ribbon-cutting event) and 

hotel fact sheet 
· Draft release and fact sheet

· 2 days later – send to Starwood for approval

· 1 day later – edits back from Starwood; begin 2nd draft of release and fact sheet

· 1 day later – 2nd draft of release and fact sheet to Starwood for final approval

· 1 day later – SLT approval (if necessary)

Continue pitching media to attend a press property tour; coordinate necessary logistics 
Order press kit folders and inserts from corporate

Coordinate any needed press kit printing with local vendor (using working files provided by Starwood)

3 weeks prior

Draft other needed releases/fact sheets for press kit (many have already 

been drafted/distributed); follow 8-day procedure for drafting/gaining approval from Starwood for any new materials that need to be created; have all releases/fact sheets finalized no later than 3 days prior to the event; this includes obtaining any necessary photography of the property  
2 weeks prior

Set up and conduct Editor 101/media briefings with key editors in the 

market to educate them on the property
Draft media alert; follow 8-day procedure for drafting/gaining approval from Starwood 

4-5 days prior
Distribute media alert to weekly publications and magazines 
3 days prior

Compile press kits 
2 days prior

Distribute media alert to daily publications, TV stations, radio stations
1 day prior

Perform follow-up calls on media alert; re-distribute to certain outlets, if 

necessary 
Day of event

Perform final follow-up calls to media to learn of attendance at event; re-
distribute alert if needed



Distribute press kits to attending media 
Immediately

following event
Distribute hotel opening release to media list (Step 4)



Draft photo release/cutline from ribbon-cutting event; submit to 

Starwood for immediate approval (Step 4)



Distribute electronic press kits to select key media not in attendance at 
the actual event; include link to access online photos/cutlines from the event; follow-up with media one day later to confirm receipt and discuss story placement 
Weeks following

event


Continue pitching media to attend post-opening press property tours 

Continue drafting/distributing relevant press releases, including group meetings/banquets release, leisure/weekend traveler package releases; etc.; follow 8-day procedure for drafting/gaining approval from Starwood; distribute to appropriate media; perform follow-up shortly after distribution
# # #

New Property/Phase 3/Step 5 Timeline

Task:  Plan/coordinate ribbon-cutting event
All steps to be completed beginning 3.5 months before the ribbon-cutting up to the day of the actual event.  Specific time break-outs as follows:

3.5 months prior
Develop ribbon-cutting event planning timeline
3 months prior
Develop guest list for ribbon-cutting event (media, elected officials, 

community representatives, future customers/local businesses; etc.); secure date with VIPs
Begin coordinating logistics (i.e. catering, photographer, videographer, A/V needs, lighting, premium items, etc.).

2.5 months prior
Develop invitations; obtain Starwood approval
2 months prior
Send invitations to printer



Continue coordinating logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.), as needed
Produce branded event materials (i.e. marketing materials and premium items), as needed; all materials to be in-house within 3 days of the event
1.5 months prior
Distribute invitations; make sure to include Starwood corporate staff who 

received “save-the-date” notices
1 month prior 
Continue coordinating logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.), as needed
2 weeks prior 
Finalize/confirm all logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.)
Develop event agenda
Draft speakers points
5 days prior

Finalize speakers points; distribute to relevant parties
3 days prior

Distribute event agenda to relevant parties



Coordinate pre-event set-up and load-in of materials
2 days prior

Continue pre-event set-up and load-in of materials
1 day prior

Continue pre-event set-up and load-in of materials



Host dry run of event
Day of event

Final pre-event set-up and load-in of materials



Host event
# # #
New Property/Phase 3/Step 6 Timeline

Task:  Oversee other tasks
Hard-Hat Tour Event

This hard-hat tour event for local tourism board, corporate travel buyers and meeting planners should ideally take place between 4-6 weeks prior to the ribbon-cutting ceremony.  Set the date of your event and then use the following timeline:
3 months prior to

hard-hat event
Brainstorm event to showcase property; set date/time/budget/activities
Develop guest list

2.5 months prior to

hard-hat event
Begin coordinating event logistics (i.e. catering, photographer, 
videographer, A/V needs, lighting, premium items, etc.)
Develop event invitations; obtain Starwood approval
2 months prior to

hard-hat event
Send invitations to printer




Continue coordinating logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.), as needed

Produce branded event materials (i.e. marketing materials and premium items), as needed; all materials to be in-house within 3 days of the event

6 weeks prior to 

hard-hat event
Distribute invitations
2 weeks prior to

hard-hat event
Finalize/confirm coordinating logistics (i.e. catering, photographer, 
videographer, A/V needs, lighting, premium items, etc.), as needed

Develop event agenda

Draft speakers points (if necessary)
5 days prior to

hard-hat event
Finalize speakers points; distribute to relevant parties (if needed)
3 days prior to

hard-hat event
Distribute event agenda to relevant parties




Coordinate pre-event set-up and load-in of materials

2 days prior to

hard-hat event
Continue pre-event set-up and load-in of materials

1 day prior to

Hard-hat event
Continue pre-event set-up and load-in of materials




Host dry run of event

Local Taxi Driver Event

The local taxi driver event should ideally take place right around the time of the ribbon-cutting ceremony (we recommend 2-3 days following ribbon-cutting).  Set the date for your event and then follow this timeline:    
3 months prior to

taxi driver event
Brainstorm event to showcase property; set date/time/budget/activities

Contact local cab companies and develop guest list
2.5 months prior to

taxi driver event
Begin coordinating event logistics (i.e. catering, photographer, 

videographer, A/V needs, lighting, premium items, etc.)

Develop event invitations; obtain Starwood approval
2 months prior to

taxi driver event
Send invitations to printer




Continue coordinating logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.), as needed

Produce branded event materials (i.e. marketing materials and premium items), as needed; all materials to be in-house within 3 days of the event

6 weeks prior to 

taxi driver event
Distribute invitations

2 weeks prior to

taxi driver event
Finalize/confirm coordinating logistics (i.e. catering, photographer, 

videographer, A/V needs, lighting, premium items, etc.), as needed

Develop event agenda

Draft speakers points (if necessary)

5 days prior to

taxi driver event
Finalize speakers points; distribute to relevant parties (if needed)
3 days prior to

taxi driver event
Distribute event agenda to relevant parties




Coordinate pre-event set-up and load-in of materials

2 days prior to

taxi driver event
Continue pre-event set-up and load-in of materials

1 day prior to

taxi driver event
Continue pre-event set-up and load-in of materials




Host dry run of event

# # #
New Property/Phase 4/Step 2 Timeline

Task:  Coordinate media relations for grand opening event

All steps to be completed beginning 3 months before the grand opening up to the day of the actual event.  Specific time break-outs as follows:

3 months prior
Draft grand opening event calendar listings.  

· Day 1 – draft calendar listing
· Day 3 – draft of calendar listing sent to Starwood for approval

· Day 5 – edits back from Starwood; begin 2nd draft of calendar listing
· Day 6 – 2nd draft of calendar listing to Starwood for final approval

· Day 7 – SLT approval (if necessary)
· Day 8 – Distribute calendar listing to long-lead media outlets (i.e. magazines)
2 months prior
Distribute calendar listing to medium-lead media outlets (i.e. weekly 

publications)
1 month prior

Distribute calendar listing to short-lead media outlets (i.e. daily 

publications)
2 weeks prior

Draft grand opening event release and media alert; follow 8-day 
procedure for drafting/gaining approval from Starwood
4-5 days prior
Distribute media alert to weekly publications and magazines
2 days prior

Distribute media alert to daily publications, TV stations and radio stations
1 day prior

Perform follow-up calls on media alert; re-distribute to certain outlets, if 

necessary
Day of event

Perform final follow-up calls to media to learn of attendance at event; re-

distribute alert if needed
Immediately

following event
Draft photo release/cutline from grand opening event; submit to 

Starwood for immediate approval



Distribute grand opening release to media, along with link for online 

access to photos/cutlines
Follow-up with the above media within 3 days to confirm receipt and discuss story placement
# # #
New Property/Phase 4/Step 3 Timeline

Task:  Coordinate grand opening event details

All steps to be completed beginning 3 months before the grand opening up to the day of the actual event.  Specific time break-outs as follows:
3 months prior
Develop grand opening event planning timeline




Develop guest list (media, elected officials, community representatives, 
future customers/local businesses, etc.); secure date with VIPs
Begin coordinating logistics (i.e. catering, photographer, videographer, A/V needs, lighting, premium items, etc.).

2.5 months prior
Develop invitations; obtain Starwood approval

2 months prior
Send invitations to printer



Continue coordinating logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.), as needed
Produce branded event materials (i.e. marketing materials and premium items), as needed; all materials to be in-house within 3 days of the event
1.5 months prior
Distribute invitations; make sure to send to Starwood corporate staff who 

received “save-the-date” notices
1 month prior 
Continue coordinating logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.), as needed
2 weeks prior 
Finalize/confirm all logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.)
Develop event agenda
Draft speakers points
5 days prior

Finalize speakers points; distribute to relevant parties
3 days prior

Distribute event agenda to relevant parties
# # #
New Property/Phase 4/Step 4 Timeline

Task:  Coordinate grand opening, pre-event set-up

2 days prior

Begin pre-event set-up and load-in of materials (i.e. install event furniture, 

A/V equipment, staging, lighting, etc.)

1 day prior

Continue pre-event set-up and load-in of materials




Host dry run of event

Day of event

Set up catering, premiums and collateral



Final pre-event set-up and load-in of materials



Host event

# # #

Transition Property/Hotel Opening Announcement/Step 2 Timeline
Task:  Draft hotel opening announcement release

Day 0

Transition occurs
Day 1

Begin drafting hotel opening announcement press release

Day 3

Submit press release draft to Starwood for approval

Day 5

Starwood provides 1st round of edits to press release; begin working on 

2nd draft

Day 6

Submit 2nd draft of press release to Starwood

Day 7

Starwood Leadership Team (SLT) approval (necessary if distributing press 

release over the wire)

Day 8

Final edits from Starwood and/or SLT; distribute press release to local, 

regional, national and trade media; if day 8 falls on a Friday, distribute the following Monday
Days 10-12
Perform media follow-up calls/pitching (where appropriate); coordinate any 

requests for interviews through Starwood corporate PR
# # #

Transition Property/Hotel Opening Announcement/Step 4 Timeline

Task:  Draft/distribute press materials on general hotel news

PR Opportunities When Flip Happens Immediately

· Develop local, business and trade media lists (Starwood to assist with trade media lists).

· Hotel sign installation photo opportunity – Determine date that signage will be installed and count back two weeks prior.  Follow the steps below:

· Draft photo opportunity alert

· 2 days later – send photo opportunity alert to Starwood for approval

· 1 day later – edits back from Starwood; begin 2nd draft of photo opportunity

· 1 day later – 2nd draft of photo opportunity to Starwood for final approval

· 1 day later – SLT approval (if necessary)

· 4-5 days before sign installation – distribute to weekly publications and magazines
· 1-2 days before sign installation – distribute to daily publications and TV stations 

· 1 day before sign installation – perform media follow-up calls (where appropriate); re-send photo opportunity alert, if needed

· Day of sign installation – final media follow-up calls; re-send photo opportunity alert, if needed
· Following sign installation – draft cutline; obtain Starwood approval; e-mail media with link to for online access to photos/cutlines
· Personnel announcement release on appointment of GM and Director of Sales/Marketing (DOSM) – Once appointment has been made, follow the steps below:
· Draft release

· 2 days later – send to Starwood for approval

· 1 day later – edits back from Starwood; begin 2nd draft of release

· 1 day later – 2nd draft of release to Starwood for final approval

· 1 day later – SLT approval (if necessary)

· 1 day later – distribute to media (except not on Fridays)

· 3 days later – perform media follow-up (where appropriate)

· Hotel fact sheet
· Draft fact sheet

· 2 days later – send to Starwood for approval

· 1 day later – edits back from Starwood; begin 2nd draft of fact sheet

· 1 day later – 2nd draft of fact sheet to Starwood for final approval

· 1 day later – SLT approval (if necessary)

· 1 day later – distribute to media (except not on Fridays)

· 3 days later – perform media follow-up (where appropriate)

· Grand opening event calendar listings, if applicable – Once date of grand opening event has been set, count back 6-8 weeks and follow the steps below:
· 8 weeks prior -- Draft grand opening event calendar listings; follow 8-day procedure for drafting/gaining approval from Starwood (see above for personnel announcement release); distribute to medium-lead media outlets.
· 4 weeks prior – Distribute grand opening event calendar listing to short-lead media outlets

PR Opportunities When Flip Will Take Several Weeks/Month to Happen

· Develop local, business and trade media lists (Starwood to assist with trade media lists).

· There are numerous PR opportunities available to you upon completing the general hotel announcement release:
· Renovations announcement release (more detailed description of the upgrades being made, if applicable)

· Hotel sign installation photo opportunity and/or post-installation photo with cutline (when it occurs)

· Personnel announcement release on appointment of GM and Director of Sales/Marketing (when it occurs)

· Other key personnel announcements release

· Hotel fact sheet (once hotel is officially open)

· Renovated rooms photo opportunity and/or after-the-fact photo with cutline
· Group meetings and banquets release
· Leisure/weekend traveler package release
· Restaurant/bar press release (if applicable)

· Featured amenities release (i.e. spa) (if applicable)

· Grand opening event calendar listings (if applicable)

· Immediate actions:
· Determine which press release ideas apply to your property
· Outline the number of weeks you have until the official hotel opening
· Create a timeline that plots when each release will be drafted, distributed and pitched to the media
· Do not issue more than one release every 3 weeks
· Recommend beginning with the renovations release
· Recommend ending with the hotel fact sheet (once property is open)
· Action in subsequent weeks:
· Draft each release per your outlined schedule; for each press document, follow the 8-day procedure for drafting/gaining approval from Starwood/distributing to the media
· If hosting a grand opening event:
· 3 months prior to event -- Draft grand opening event calendar listings; follow 8-day procedure for drafting/gaining approval from Starwood (see above for personnel announcement release); distribute to long-lead media outlets (i.e. magazines)
· 2 months prior to event – Distribute grand opening event calendar listing to medium-lead media outlets (i.e. weekly publications)
· 1 month prior to event – Distribute grand opening event calendar listing to short-lead media outlets (i.e. daily publications)
# # #
Transition Property/Hotel Opening Announcement/Step 5 Timeline

Task:  Pitch unique story ideas

(applicable only to properties where flip will take several weeks/months to complete)
Immediate

Actions
Review list of press release ideas for your property (Step 4)



Further develop various pitch angles and story ideas for property (related to or 

apart from the list of releases); example – tour of renovated property/rooms
Determine when you will pitch these stories to the media; add these dates into the timeline you created in Step 4
Subsequent

Weeks

Pitch story ideas (per your timeline) to local print and broadcast outlets 



If applicable, develop a photo shot list and host a photo shoot; use resulting 

photos to supplement your pitching ideas and/or releases
# # #

Transition Property/Hotel Opening Announcement/Step 6 Timeline

Task:  Host press visits

(applicable only to properties where flip will take several weeks/months to complete)
One month 

into the

transition
Develop a press property tour strategy based on when your hotel is slated to 

open
Obtain feeder market list from DOSM for ideas on media outlets to target
Determine which media to invite to property for a press tour
Subsequent

weeks

Pitch/invite media to tour property
Coordinate logistics and implement property tours when property is ready for viewing
2 weeks before

opening
Conduct Editor 101/media briefings with key editors in the market to educate 

them on the property
# # #

Transition Property/Grand Opening Event/Step 2 Timeline

Task:  Coordinate media relations for grand opening event

All steps to be completed beginning 3 months before the grand opening up to the day of the actual event.  Specific time break-outs as follows:

3 months prior
Draft grand opening event calendar listings
· Day 1 – draft calendar listing
· Day 3 – draft of calendar listing sent to Starwood for approval

· Day 5 – edits back from Starwood; begin 2nd draft of calendar listing
· Day 6 – 2nd draft of calendar listing to Starwood for final approval

· Day 7 – SLT approval (if necessary)
· Day 8 – Distribute calendar listing to long-lead media outlets (i.e. magazines)
2 months prior
Distribute calendar listing to medium-lead media outlets (i.e. weekly 

publications)
1 month prior

Distribute calendar listing to short-lead media outlets (i.e. daily 

publications)
2 weeks prior

Draft grand opening event release and media alert; follow 8-day 
procedure for drafting/gaining approval from Starwood
4-5 days prior
Distribute media alert to weekly publications and magazines
2 days prior

Distribute media alert to daily publications, TV stations, radio stations
1 day prior

Perform follow-up calls on media alert; re-distribute to certain outlets, if 

necessary
Day of event

Perform final follow-up calls to media to learn of attendance at event; re-

distribute to certain outlets, if necessary
Immediately

following event
Draft photo release/cutline from grand opening event; submit to 

Starwood for immediate approval



Distribute grand opening release to media, along with link for online 

access to event photos/cutlines
Follow-up with media within 3 days to confirm receipt and discuss story placement
# # #
Transition Property/Grand Opening Event/Step 3 Timeline

Task:  Coordinate grand opening event details
All steps to be completed beginning 3 months before the grand opening up to the day of the actual event.  Specific time break-outs as follows:
3 months prior
Develop grand opening event planning timeline




Develop guest list (media, elected officials, community representatives, 
future customers/local businesses, etc.); secure date with VIPs
2.5 months prior
Develop invitations; obtain Starwood approval

Begin coordinating logistics (i.e. catering, photographer, videographer, A/V needs, lighting, premium items, etc.)
2 months prior
Send invitations to printer



Continue coordinating logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.), as needed
Produce branded event materials (i.e. marketing materials and premium items), as needed; all materials to be in-house within 3 days of the event
1.5 months prior
Distribute invitations; make sure to include Starwood corporate staff who 

received “save-the-date” notices
1 month prior 
Continue coordinating logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.), as needed
2 weeks prior 
Finalize/confirm all logistics (i.e. catering, photographer, videographer, 

A/V needs, lighting, premium items, etc.)
Develop event agenda
Draft speakers points
5 days prior

Finalize speakers points; distribute to relevant parties
3 days prior

Distribute event agenda to relevant parties
# # #
Transition Property/Grand Opening Event/Step 4 Timeline

Task:  Coordinate grand opening, pre-event set-up

2 days prior

Begin pre-event set-up and load-in of materials (i.e. install event furniture, 

A/V equipment, staging, lighting, etc.)

1 day prior

Continue pre-event set-up and load-in of materials




Host dry-run of event

Day of event

Set up catering, premiums and collateral



Last-minute pre-event set-up and load-in of materials
# # #

