Event Marketing Checklist 

Complete and send Event Notification form or via https://alumni.admsrv.ohio.edu/alumni_events/
Blue = description     Green = deadline
OUAA To Do List:

□      Add to chapter OUAA online calendar of events

· All events are added to the calendar of events www.ohioalumni.org click Events Calendar

· Upon receipt by Dawn this is added to OUAA online calendar 

□      Monthly OHIO Alumni E-newsletter

· This is a monthly email that goes out the first of every month.  One goes to Ohio and one goes to every alumnus outside of Ohio.  This email goes to everyone we have email addresses for! 

· To have your event marketed in this outlet your event must be received by third week of each month (for the follow months message)

□      Special chapter-specific email, upon request

· Allow two weeks for processing

□      Dependent upon release dates

□      Event added in the calendar of the [college] Gate newsletter

· The [college] Gate is the OUAA print publication that goes out to every alumnus three times per year. 

□      Event added in the calendar of the Ohio Today magazine

· The Ohio Today magazine is a print publication that goes out to every alumnus two times per year. 

□      Consider collaboration with a society which might be strong in your area, contact Dawn at werryd@ohio.edu to further discuss this 

        option

Chapter To Do List:

□      Add to chapter Web site

· Each chapter is provided (free of charge with domain name) a website off the OUAA site to market your events.

□      Add event information to chapter’s group on 
FaceBook/MySpace/LinkedIn etc. 
□      Contact newspapers and radio stations to add your event to their calendar sections

· These are free outlets to consider; managed by your chapter. 

□      Print small postcard (using the template and tips found at the 
“Get Involved” section of www.ohioalumni.org) to pass out 
during other events

□      Collaborate with an area chapter to cross-market events

· Visit www.ohioalumni.org to find area chapters by looking over the maps. 

□      Request a list of telephone numbers from the OUAA to create a calling tree

· Contact Dawn at werryd@ohio.edu or 740-593-4302 for this information (only name and telephone numbers (email addresses will not be provided))

☺  Effective marketing is a key component to increased participation as well as interest in your chapter and programs.  

I hope this information assist you as you continue to plan events for the alumni in your area 

