Promotions To Do List
Below you will find a sample to do list to help get the word out to students and the campus community. Not all items listed are necessary- they just provide an overview of promotional pathways available and next steps.
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	TASK
	NOTES

	☐

	If an online event that you want to appear on the student calendar, add event on 25Live**
	25Live login
To include the event in the student calendar, please and follow all steps in the Instructions: Adding Online Student Events into 25Live or Instructions: Adding In-Person & Hybrid Student Events into 25Live and indicate “Student Interest.”

	☐	If designing promotional graphics yourself, ensure materials are accessible by emailing them to Dean Aeron Zentner for approval (please CC Student Life)
	Coastline College Accessibility Guide

	☐	If requesting promotional support from Marketing (graphic design, social media, website, and Sandbox newsletter), email Marketing to make a request (please CC Student Life).
	Requests should be made 4+ weeks before planned distribution date and should include finalized copy (text)
See Template Email to Marketing

	☐	If requesting printed materials:
For flyers and small posters (11”x 17” or less), submit a Print Shop Request through Coastline. You can reach out to Student Life for the club budget number.
· For brochures and larger posters, email Student Life details of your request so we can submit an order on your behalf to OCC’s Print Services
	Requests should be made 2-3 days before materials needed; longer if through OCC.
Pricing list from Coastline. List club name as department. Delivery address can be “Student Life” if you want to pick them up at our office (Student Services Center 204)

	☐	If posting materials on campus,
· For Garden Grove Campus, give to Leonora Castillo at the front desk to be posted to the bulletin boards and send a digital copy to Michelle Edison to be included on digital signage in the lobby
· For Newport Beach Campus, give to Kathy Bledsoe to be posted in the glass bulletin boards or in the office.
· For Student Services Center (Fountain Valley), flyers can be posted on the bulletin board near the 1st floor restroom.
· For Westminster Le-Jao Campus, contact Minerva Guray for help with posting.
	

	☐	If requesting communications from Student Life (emails to students and mobile app push notification), email Student Life.
	Requests should be made 5+ business days before planned distribution date
See Template Email to Student Life for Communications Support

	☐	Post promotion on the Coastline mobile app (optional)
	Coastline app- post on the Community feed (page 5)


**Need to be completed by club advisor as college employee
