Department Event Marketing Methods

Program Title:  _______________________

	ACTIVITY:
	LEAD PERSON:
	PARTNERS:
	NOTES:
	COMPLETE BY:
	FOR DELIVERY:

	INTERNET

	Create a 1-page flyer
	
	
	Save final version as a PDF.


	
	

	Put  the 1-page flyer (PDF version) on your department website 
	
	Internal web master

	Use link to this to tell people how to get program information on the web
	
	

	Post event description (and registration if you want advance list of participants) on ’Events’ in a myUMBC Group.  [Your own group, and/or the Training Group for training programs.]
	
	
	If there is a program flyer, you can attach it to the Event.
You can also include a link to your website.
 
	
	

	Create a Spotlight in myUMBC with a brief description and a picture.

[myUMBC homepage – ‘Post Spotlight’]


	
	-Collier Jones, contact for myUMBC


	Can run up to 7 days, and can tailor audience.
You can attach the program flyer.

You can include a link to your website.
	
	


	EMAIL

	Announcements in “Insights Weekly” emails  - Mondays
This gets information to all faculty and staff.
	
	Gavin St. Ours
	Send to announcements@umbc.edu
no later than 5:00 p.m. Wed, for following Monday issue
Include the following in an email:

-  Indicate which Insights section you would like it posted in
- Insights issue dates you want it to run for
- You can change wording from week to week (follow same deadlines)
- Include link to the program flyer if it is on your dept website
	
	

	E-mail your department and any other appropriate listservs or specific groups of people ~ Ask them to help promote your event.  
	
	
	If department has a Staff Development Committee, email them as well to help promote.
Attach the program flyer if there is one.
	
	


	OTHER MEDIA

	Paper flyers

Stack at your department front desk .
Post in common areas/boards.

If a very high-profile event, send to campus departments to post.
	
	
	* If you have a very high-profile event and want to send a paper flyer to every department on campus, put 150 in your out-going mail with a note for Mail Services (reserve for very high-profile events, to save paper)

	
	

	Banners, signs, posters, billboards


	
	
	
	
	

	iNet (The Commons video network) and LED displays

	
	commonvision
	This service is free, if you design the announcements yourself.
	
	

	Set up a table with information and to answer questions
	
	
	e.g. at The Commons, University Center, the Administration Building
	
	

	Give presentations


	
	
	
	
	

	Social media  (Facebook, Twitter, etc.)
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