
Marketing Ops Flow

Require 
external 
support?

Initiative / Receive briefing
(business direction, objectives/ 
KPI, info/ supporting materials) 

Define & develop SOW – Purpose, scope, tactics 
& approaches, target segments, budget, 

deliverables, timelines, requirements, 
acceptance criteria, measurement, etc
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Launch to 
public?

3rd Party Engagement
1. Engagement: Project briefing [1]

2. Consolidate proposals/quotations: Follow 
inhouse purchasing policy/ guidelines

3. Evaluation: Selection criteria à reviews à 
shortlist à confirm (with  approval)

4. Purchase: Order purchase procedure

Material Development + Revisions
• [Peter/ Felicia]                Content: Text copy/ infographics (press releases, blog articles, eDMs, content for 3rd parties, ad copy, social feeds, scripts, etc)

• [George/ Gary/ H.                          Ess  ]  Technical: website, landing pages, eDM/SMS/WhatsApp, screens/alerts, UTMs, videos/print production, ad campaigns, SEO settings
• [Emily/ Comm Man       Events: press events/trade events/webinars/speaking opportunities/special ceremonies/sponsorship programs/researches

• Material preparation: FIRST draft à revision(s) à finalize
• UAT (e.g. NOC, tech team, key internal stakeholders) à deployment

YES

NO

Approval
• Project owner à Dept head. à Other dept 
head(s) (IB/ EB/ NOC/ Product/ IOD - if necessary) 

à management (if necessary)
• Issue tickets for final sign off (if applicable)

Internal Engagement
• Prepare briefing note stating all the 

requirements, timelines, deliverables [2]

• Issue ticket(s) on Monday and/or JIRA
• Host project briefing session(s) with the PICs
• Host regular status meetings if necessary

Team Engagement
• Host team briefing sessions with supporting info 

such as key objectives, key messages, visual 
directions, target segments, tasks, timelines, etc [2]

• Host brainstorming sessions for further ideas if 
necessary

• Subsequent progress reviews & meetings
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Launch to Staff (Internal)
1) Internal Training 

(by Product/ MKT team, subject to the nature of the activity)
• Schedule training session (1 time/ by teams)
• Prepare training materials (ppt, video(s), etc)

• Host via CINNOX
• Record the training session

2) Internal Announcement
• Prepare announcement note
• Distribution via email/ CINNOX

3) Intranet Update
• Content, visual change (UAT, deployment)

• Add new page (if applicable)
4) Confluence Update

• Doc filing

Launch to CINNOX Users (Customers)
1) Email Notifications (eDMs)

• Database filtering and segmentation (e.g. by plan, by industry, by 
location, etc)

• eDM layout(s) following MC eDM template: banner with tagline à 
highlighted content (with CTA  buttons) à other features/ updates à 

important statements --> footer
• Identify eDM tools (e.g. MailChimp vs. Odoo)

• Email notification automation (tbc)
• Tracking and report

2) CXDB Alerts
• Message segmentation.

•  Issue ticket with relevant content
3) Customer Events / Webinars

4) Tutorials/ Technical/ Supporting Materials (e.g. APP Stores, FAQ)

Launch to Public (External/ Potential Customers)
1) Ad Campaign

• Campaign theme & copy
• Selected channels, target segment, format, budget, duration

• Objectives, A/B test,  evaluation
2) PR, Content & SEO Marketing

• Press events & press relations materials: news releases, features 
articles, interviews, advertorials, MJP

• SEO & digital seedings: SEO seedings, KOLs/ influencers, forums
• Business listing, mentions, backlinks

3) Influencer Marketing (WOM)
• Digital seedings: format, channel, duration, key messages

4) Event Marketing
Trade events, speaking opportunities, sponsorship, recognitions & awards 

5) Go-to-Market materials: website update, FAQs, marketing collateral
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Call-to-Action + Data Tracking (UTMs, GA, MailChimp, Monday), Ticketing & Reporting

Request Demo

Free Trial  Sign Up
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NO Onboarding & 
User Experience

Follow standard 
signup flow and 
onboarding 
process

Campaign/ Project  Manager

Agnes

Agnes/ Corinne/ Pinky Agnes/ Corinne/ Pinky Agnes/ Corinne

Krutant (ENG), Pinky (CHI)
MB/ Joseph/ Pinky/ Colin/ Maddy/ Thomas

Agnes/ Corinne/ Pinky

Product TeamCorinne/ PinkyCorinne, Colin, Maddy, Krutant

Pinky / Product

Corinne, Pinky, Maddy

EB, IB

Joseph/ Thomas

Another batch of 
marketing 

engagement

Start

KYC & SQL
Sales Nurturing 

& Support

Campaign/ Project  Manager

Campaign/ Project Optimization, Evaluation, and Reporting

Engage?



New Release Announcement Flow

Marketing to prepare 
materials for internal & 
external announcements/ 
campaigns

(refer to slide 1 flow)

PUBLISH

Enquiry 
Links

with UTMs

Enquiries be handled 
by respective 
departments:
- EB
- Customer 

Service
- Marketing (on 

media enquiries)

Receive new release info 
from NOC/Product
- New features & 

applications
- Major improvements
- Bugs fixed

Staff 
- Training (Product)
- Email announcement (HR)
- Intranet, Shared Drive, Confluence, 

Knowledge Base updates (Andrew)

Customers (Pinky, Krutant)
- eDMs
- Dashboard news alert/ system emails
- Learning videos

Public (Corinne, Colin, Maddy, Krutant)
- Press releases
- Blog articles
- Social posts
- Campaign ads (if relevant)
- Website, landing pages
- Videos
- FAQ, sales kit materials


