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Central Campus Marketing & Outreach
The purpose of this document is to provide an overview the resources available to you through the marketing and outreach department.

The central campus marketing staff is responsible for:

· Developing and maintaining consistency in communication

· Managing worldwide communication through

· Website (www.ctcd.edu)

· Standard marketing materials

· Press publicity

· Advertising 

· Community relations and outreach

· Enrollment communications (recruiting and retention)


Marketing Resources

We are here for you!  Please contact us with any request and we will do our best to assist you.  If there is something you need to help market your program or department we may not be able to provide it immediately, but if we don’t know you need it we’ll never be able to get it to you.  

We have created an online request form for marketing support designed to simplify the process.  The following provides detailed information on requests for printed and promotional items and other marketing support.

PRINTED MATERIALS
All available existing printed materials may be requested via the online marketing materials request form at www.ctcd.edu/marketing. Click on Submit a Request for Marketing Materials.  Most printed materials are available at no charge to you.

Pre-printed marketing materials:  Some marketing materials are printed in limited supply including catalogs, class schedules, folders and some brochures.  There is no charge to you for these items.

· Catalogs:  Initial distribution is made based on historical distribution list.  To request your department be added to the list OR to request additional catalogs or catalog CDs, contact Barbara.merlo@ctcd.edu.  Catalog distribution should be limited to academic advising use. 

· Schedules:  Initial distribution is made based on historical distribution list.  To request that department be added to the list, contact Barbara.Merlo@ctcd.edu . To request additional schedules, contact shipping & receiving or order via the online order form.  

· Folders:  Order via the online order form.  

· “Search Pieces:” With degree listing and general recruiting information, order via the online order form.  

Materials printed in-house:  Items printed via the central campus print shop are available on request (i.e. degree plan and other brochures).  Up to 100 of each item to be used for recruiting and/or outreach may be requested at a time via the online order form at no charge to you.

Department-specific printing requests:  Design and printing of department-specific brochures and flyers are also available.  Notepads are also available through the print shop.  Initial requests should be submitted via the online request form or by contacting the Director of Marketing and Outreach.

Business Cards and Notepads:  Business card requests should be routed through deans and directors to Bobbi.Shaw@ctcd.edu.  Printing will be charged to your department.

Name tags:  Standard name tags are issued to new employees and for employees whose titles change by human resources.    

CTC EVENT CALENDAR
All events held on campus are consolidated onto a web-based event calendar.  The purpose of the event calendar is to provide greater visibility for all campus events, enhance campus-wide coordination of events and to prevent potential conflicts.  It also allows campus support organizations and leadership a “big picture” view of day-to-day activities and events to anticipate need for staff resources.
Event organizers are responsible for submitting events to this calendar at least one month prior to the date of the event.  Calendar submission does not preclude other responsibilities and coordination to include audio-visual, facilities and marketing/media relations coordination.  Requests for marketing and publicity support will not be completed until the event has been entered and approved for the calendar.
PUBLICITY

When you request assistance in marketing your event, department or in generating awareness for something the marketing staff will provide support in several ways.  Please keep in mind that the first step in receiving marketing support for an event is to put your event on the CTC calendar.  You may then either contact a specific member of the marketing staff or fill out the online request for marketing assistance.
Media Relations:  Board Document No. 120 establishes the Marketing Department as the liaison between the college and the news media.  All requests for press releases and statements to the media will be done only after coordination with our department.  This ensures a consistent message and allows time to research media angles prior to response.  If your office receives a direct call from the media on a non-controversial issue, use your judgment in providing information and then promptly inform our office of who contacted you, what they requested and a summary of your response.  If you are not comfortable speaking to the media or if the call is related to a sensitive or controversial topic, please refer the reporter to the community relations coordinator.
Press publicity:  The marketing office is the only office through which official activities and events may be communicated to the general public. The more frequent and meaningful our releases, the more prominent and likely our coverage will be.  Share your story ideas and good news on student, faculty and staff accomplishments with Bruce.Vasbinder@ctcd.edu.  While we can never guarantee coverage, we will do our best to generate interest by the media and will also post the information online in various ways.
Crisis Communications:  It is essential that the College deliver a rapid, accurate and complete response in a crisis, within the constraints imposed by concern for individual privacy and legal responsibility.  A first response team will direct responses, and all information release will go through the marketing & outreach department.  Emergency information is coordinated and communicated by our office through e2Campus, an emergency alert system, local media and via the website.  For more information, refer to the crisis communications plan.
Electronic Sign:  The community relations coordinator maintains an electronic marquee for displaying campus event messages. It is located at the Bell Tower Drive entrance near student housing. Message examples include Fine Arts production announcements, Second Tuesday at the Library events, Student Life activities or other departmental events open to all students, employees and the public. It is also available for school closing messages, academic schedules (final exam dates, registration dates, etc.). Generally, if events have been posted to the CTC calendar and publicity coordinated through the marketing office, messages will be posted to the marquee during the week of the event.  Additional submissions for the marquee should be sent to bruce.vasbinder@ctcd.edu at least one week ahead of the scheduled event.  
Social Media:  The marketing staff maintains several Facebook “fan” pages, along with Twitter, Youtube, Linked In and Flickr.  Generally, we use social media to inform students, faculty and staff of CTC events and information.  The marketing staff is also available to advise and assist you in setting up a department-specific facebook or other social media page.  See CTC Social Media Guidelines for more information.

Guidelines for official college or department/organization social media content is similar to any other media. Oversight of all CTC-affiliated pages is the responsibility of the Office of Marketing& Outreach, who will periodically review pages to ensure College policies are followed and that the pages are being produced in accordance with the best interests of the College.
Internal Communication:  Mass emails to all college outlook addresses are prohibited.  Routine information will be disseminated via Newslink, CTC’s internal weekly email newsletter, distributed to Texas staff and faculty.  In addition to CTC event information, we post employee information as requested by departments and individuals.  No outside or commercial submissions are accepted.  To place information in Newslink, email Bruce.Vasbinder@ctcd.edu no later than the Wednesday prior to publication.  If you do not currently receive Newslink and would like to, contact Bruce.

Other External and Internal Communication:  The Bell Tower Buzz is published by the Office of Student Life, and submissions should be submitted directly to them.  Flyers, invitations, departmental newsletters and other printed communication designed for external audiences should be coordinated through the Marketing & Outreach office to ensure graphics consistency and adherence to journalistic style.
PHOTOS 
Although we do not have “an official campus photographer,” we do our best to provide photo coverage of CTC events.  If you have specific event coverage requests, please contact Bruce.Vasbinder@ctcd.edu .  Many of our photos are available for view and download on the college Flickr page at http://www.flickr.com/photos/centraltexascollege 
EMPLOYEE APPAREL
The purchase of employee apparel, i.e., polo and oxford style shirts, required in the performance CTC job duties must be made through the College’s contracted web store. This site should be used for employees only. Students should be referred to the CTC Bookstore webpage.  

Prior to any transaction, the department must gain approval through the responsible dean or division director and ensure the availability of funds. Approval and issuance of a PO or BPO constitute appropriate approval. The current vendor (through August 31, 2012) is SafeGuard Universal (Vendor # 1178309).  When the purchase is to be made via the college credit card, a PO to Bank of America should be processed and approved prior to the transaction. At a minimum, a written or electronic record of approval must be gained prior to entering an online transaction. The individual entering the online purchase will be held responsible for any purchases made via a College credit card if proper approval is not gained prior to the purchase.

Note: This policy does not apply to those employees who are required to wear a uniform on a daily basis.

PROMOTIONAL ITEMS

Promotional items are procured by central campus marketing generally at the beginning of each fiscal year.  These items are distributed to campus deans, site directors and central campus admissions/recruiting.  Quantities are limited and the priority for use is for recruiting and outreach.  To request items for this type of use, contact Barbara.Merlo@ctcd.edu .  Per the materials management policy (Policy No. 100 Page 8 of 10): the purchase of specialty or promotional items such as t-shirts, mugs or pens will be coordinated with the director, marketing and outreach. Procurement of these types of products from departmental budgets, with the exception of Continental and International locations with a promotional advertising budget (Object Code 55314), is NOT authorized.  Under special circumstances and with the approval of the cognizant deputy chancellor, departmental funds may be transferred to the marketing office for use in purchasing promotional items, but only when quantities are large enough to justify separate purchase.
Banners and table cloths are much less expensive when purchased in bulk.  When a need for multiple items is identified, a quote will be obtained.  Upon approval from the requesting departments, the order will be placed by the marketing department.  Your department will be charged for these items.

ADVERTISING
The college advertising budget is limited and generally does not support department-specific advertising with the exception of targeted media such as Google Adwords.  If you have suggestions on how to get the word out via advertising, please contact Barbara.Merlo@ctcd.edu .
WEBSITE SUPPORT
The CTC website receives nearly 500,000 pageviews a month!  Having an accurate, updated presence on the web is essential to serving our students, especially those located outside the area.  

The role of the webmaster is to manage navigation, design and facilitate content updates.  The responsibility for content is the “information owner.”  It is essential that departments frequently review and provide content updates to the webmaster.   
LOGOS, PHOTOS AND TEMPLATES
Central Texas College graphic standards providing guidance for use of the College logo, colors and fonts is available, along with copies of the CTC logo in various formats for download, on the marketing website at http://www.ctcd.edu/marketing .  Also available:  Powerpoint templates, memo/letterhead template, photos and video files.  If there is something you need that is not available, please request it!

All logos for individual units are restricted and require approval from the Director of Marketing & Outreach. Individual academic or administrative units may not develop any special symbols, logos, or wordmarks as their identifiers without proper authorization.   
WEBSITE LEADS AND RECRUITMENT AND RETENTION COMMUNICATIONS  
The CTC website contains a “Web Inquiry Form” which will be responded to automatically by our enrollment management system (Hobson’s Connect).  In addition, current students receive ongoing communication via Hobson’s Retain.  If you would like to review current communication sent regarding your department or customize communication to specific students or student groups, contact the director of enrollment marketing and outreach at 254-526-1104 or Kimberley.christian@ctcd.edu .  

 MARKETING & OUTREACH POINTS OF CONTACT
If you’re not sure exactly what you need, submit a request for marketing support online.  

Barbara Merlo

Director, Marketing & Outreach
254-526-1999

Barbara.merlo@ctcd.edu
Bruce Vasbinder

Coordinator, Community Relations & Marketing

254-526-1224

Bruce.vasbinder@ctcd.edu
Sue Payne

Webmaster

254-526-1400

Sue.payne@ctcd.edu OR ctc.webmaster@ctcd.edu
Erica White

Assistant Webmaster

254-526-1470

Erica.white@ctcd.edu
Donna Duran

Computer Graphics Specialist

254-526-1567

Donna.duran@ctcd.edu
Bobbi Shaw

Computer Graphics Assistant

254-526-1784

Bobbi.Shaw@ctcd.edu
Kimberley Christian

Director of Enrollment Marketing & Outreach

254-526-1104

Kimberley.Christian@ctcd.edu
Mariceli Vargas

Coordinator of Recruitment Communications

254-526-1223
Mariceli.Vargas@ctcd.edu 
Cynthia Burrus

Coordinator of NCPACE Recruiting & Retention

254-526-1227

Cynthia.Burrus@ctcd.edu 
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Marketing Goals:


Build, enhance and protect the image of Central Texas College worldwide through communication with internal and external audiences.


Maintain a positive public perception of CTC, its mission and its role in the community.





Strategies:


Build awareness among CTC publics of the availability of CTC activities that support community education and entertainment. 


Maximize internal and external communication regarding student achievement


Leverage technology to consistently improve internal and external communications


Serve as catalyst for increased faculty and staff participation in community activities and cooperative activities.





Tactics:


Consistent, targeted marketing communication to all audiences.


Consistent release of press information to maintain visibility.


Increased faculty and staff participation in community events


Increased outreach efforts at all grade levels to promote a college-going culture


Marketing support to all CTC locations and departments
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