SITE DIRECTOR’S 

GUIDE TO 

MARKETING
[image: image1.wmf]

Central Campus Marketing & Community Relations

The purpose of this document is to provide an overview of your role in marketing Central Texas College at your location, and to provide you with information on the resources available to you.

The Central campus marketing staff is responsible for:

· Developing & maintaining consistency in communication

· Managing worldwide communication through

· Website (www.ctcd.edu)

· Standard marketing materials

· Press publicity

· Limited advertising support



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, 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.  

The following details current procedures on requests for printed and promotional items.

PRINTED MATERIALS:  All available 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 worldwide marketing materials are printed in limited supply, including catalogs, folders and some brochures.  The bulk of these items are sent out when they are initially received.   Requests for additional quantities will be honored when possible.  There is no charge to you for these items.

Materials printed in-house

Items that are printed via the Central Campus print shop are available on request (i.e. degree plan brochures, GoArmyEd guides).  Up to 200 of each item may be requested at a time at no charge to you.

Site-specific printing requests

Design and printing of site-specific brochures and schedules are also available.  Notepads are also available through the print shop.  There is no charge for design, but printing will be charged to your site.  Initial requests should be submitted to the Director of Community Relations & Marketing.

Business Cards and Notepads

Business card requests should be routed through the office of the Continental Campus Dean.  Printing will be charged to your site.

Name tags

Standard name tags are available for key site personnel at no charge to the site.  Requests should be routed through the office of the Continental Campus Dean.  

Banners and table cloths

Banners and table cloths are much less expensive when purchased in quantity.  When a need for multiple items is identified, a quote will be obtained.  Upon approval from the requesting locations, the order will be placed by Central Campus marketing.  Your site will be charged for these items.

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 at http://www.promoplace.com/ws/ws.dll/Showroom?DistID=24826&StoreID=18563. 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 Dean or Division Director 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 (pens, t-shirts, etc):  Promotional items are procured by central campus marketing generally at the beginning of each fiscal year.  Based on budget projections, each site will receive a projected list of items available and the quantity of each to be shipped to the site.  Sites will have the opportunity to change quantities within the dollar amount allocated.  Once the initial quantities have been mailed to sites in early Fall, additional items are generally not available.

ADVERTISING:  Any local advertising must be funded by the site, but some graphics support may be available.  Some national advertising is centrally funded, including Google AdWords, Military.com, Veteran’s Education Guide and select other national publications.  If you have a suggestion for advertising based on your experience in the field, please sent it to the Director of Community Relations & Marketing.

SOCIAL MEDIA:  The marketing staff is available to assist you in setting up a site-specific facebook or other social media page.  See CTC Social Media guidelines for more information.
WEBSITE SUPPORT:  The CTC website gets over 200,000 hits A DAY!

Having an accurate, updated presence on the web is essential to serving our mobile military students.  

From the “Campuses” link on the CTC website, we provide information on CTC locations.  The minimum amount of information provided is a pop-up containing contact information.  Several sites have gone the extra mile to maintaining a web presence with updated schedule information and more.

Three options exist in creating and maintaining a site-specific website.  1) Procure and maintain your page locally, providing us with a URL to link to  2) Provide basic information for a page, along with frequent reviews/updates to the CTC webmaster for creation and maintenance 3) Request initial page design by the CTC webmaster and maintain content via “Contribute,” an editing program that will be furnished to you by Central Campus at no cost.  This program will allow you to update and add content to existing websites as easily as editing a document in Microsoft Word.

A template with instructions on how to begin building a webpage may be found on the Marketing web page on the CTC website at http://www.ctcd.edu/marketing .  Contact the CTC web team or the CRM Director with questions.

WEBSITE LEADS:  The CTC website contains a “Web Inquiry Form,” which will be responded to automatically by our enrollment management system.  If you would like to customize communication with the prospects for your site, contact the Recruitment & Retention Coordinator at 254-526-1104 or email the text you would like sent to your students to Kimberley.christian@ctcd.edu.  

Current  emails include:

Key Current Communications:

Recruitment

· First Response to all web inquiries, IBM Roster Students (Army), Manual Entry for all students that phone, walk-in to a site or fill out an information card

· Follow up response- 7 days following inquiry

· Reminder to use their VIP Page (personalized for each student)- 14 days 

· Information on our Articulations Agreements- 21 days 

· Application Complete-1 day following “move to student” status change

· Articulations Agreement 7 days following “move to student” status change

Retention

· Survey to students that haven’t re-enrolled, ex.  Enrolled in FAL07 and not SPR08 (Central only)

· Registration Reminders for all Current and Prospective Students

· Notification for all Army students that receive an IP or F

· Transfer Out roster (Army students)

· Survey to those that choose another host institution

· Thank you to those who complete their program

· Notification that they can still take courses from CTC as a civilian

· IBM Roster (Army students)

· Notification for “on hold” status

· Notification for 30 days out of “on hold status”

· Notification for those who haven’t chosen a degree plan as part of evaluations process

Other Communication

· Quarterly Newsletters

· Event Reminders (Central Campus), Retirement Reception (Fort Knox)

· Notification that classroom courses will begin (Miramar)

· eArmyU announcements

· Holiday Greeting

· Notification of being dropped for nonpayment

· Correspondence with Fast Track High School Students

· Financial Aid and Scholarship reminder

Results to Date:

· Prospective students to applicants-started at 11% before Hobsons (June basline) and has continued to climb each month, now up to 35%
· Over 100 students have replied to our VIP Page email stating that they are ready to return, had forgotten about us until this (majority Army)
· Weekly receive thank yous for all types of email correspondence, especially from deployed soldiers
· Surveys-give us insight to why students do not return (deployed and financial aid being the highest percentage)
VIP Pages includes information on:

· Location-information on tuition and the site 

· Areas of interest-degree information

· Site news and events, including upcoming terms (if sent in)

· Financial aid-contact information

· Transfer center-articulation agreement information, links to page

· Virtual advisor-over 150 questions in a database that students can have instant access-more can be added

· Anything that is sent to kimberley.christian@ctcd.edu can be added, see the Central Campus Page for ideas

LOGOS, PHOTOS AND TEMPLATES:   Copies of the CTC logo in various formats are available for download from 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!

TIPS AND TRICKS:  

BE SURE TO GET INFORMATION from prospective students so that they can be added to our prospect file for automatic communication.  You may either forward a spreadsheet with contact information to our recruitment & retention coordinator OR you may enter directly on the webpage or through our EMT program.  Call 254-526-1104 for more information.

Keep in Touch!

Do you have a system for regular communication with students?  It’s often the personal connection students feel with CTC that makes them choose us, and choose to stay with us.  If you aren’t currently communicating in some way with your students on a regular basis, here are some suggestions:

· Copy Cricket!  Cricket Barba, former Fort Leonard Wood site director, sent birthday cards to students.  CTC logo note cards may be requested to use for this purpose.

· Download from Datatel.  If you would like to communicate with your students via email, Ken Austin has created a Pivotlink report that extracts student email addresses. 

· Customize our EMT system.  If you would like us to send recurring notices out on your behalf via our automated system, call 254-526-1104.

· Send an e-Newsletter.  Have a sign-up sheet in your office and on your webpage for students interested in email updates.  Be sure to also gather names during Ed Fairs and other events where you meet potential students.

It’s All in the Family

Military spouses can be a key ingredient in stabilizing enrollment during deployments.  Many don’t know they can attend CTC.  Find out how you can get the word out to spouses of soldiers on your installation.  Some tips:

· Work through the Army Community Service or Family Service Center’s employment assistance program to get information to spouses.

· Network with village mayors and family readiness group leaders.

· Take advantage of NCO and Officer’s Wives Club events that allow vendor tables; often you can talk them into a “free” table.

· Be familiar with the content on our military spouse page and direct spouses there!

Don’t Let Us Lose Them

When your students PCS, retire or ETS, make sure they know they can continue their degree with us via distance learning or through our other locations.  Request marketing materials to distribute to students as they outprocess!

Share Your Success

When you find something that works, let us know so we can include it in this document!

COMMUNITY RELATIONS & MARKETING POINTS OF CONTACT:

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

Kimberley.Christian@ctcd.edu
Cynthia Burrus

Coordinator of NCPACE Recruiting & Retention

254-526-1227

Kimberley.Christian@ctcd.edu
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Marketing Goal:


Make CTC the college of choice for students


Strategy:


Make CTC the most often referred program by ESOs/counselors/mentors 


Make CTC the most often requested/selected college by students.


Tactics:


What we do:


Provide tools and support to properly market programs


What you do:


Nurture relationships with ESOs, counselors and your military community--worth more than any paid advertising!


Promote student retention among PCS/ETS/Retiring students.


Share your successes and news.


Tell us what you need/what works for you.


Message:


CTC is the premier two-year educational institution for the mobile military population, including military family members.


Flexible, accessible programs


Quality instruction


“Take Your College With You”
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