The Italian Students Organization

Advertising Committee Handbook

By: Natasha Damiano

ND87@drexel.edu

Introduction

Hello and welcome to the Italian Students Organization Advertising Committee! This is a great way for you to gain experience in marketing and advertising. I have been doing this for about a year and it took me a lot of time to learn how to efficiently advertise events on Drexel’s campus. This handbook brings together all of the tools you have available to you in order to fully understand how to go about marketing events for ISO. Remember, without you, no one will know about all the awesome things we do. I hope this is useful to you and wish you luck in helping ISO pull together some wonderful events!

Nowhere else will you find a comprehensive list of all the advertising opportunities available to you on campus. This was a pain for me to learn so I’ve decided to bring it all together here. Each section details a specific method of advertising and how to go about doing it. If you find other ways to advertise – go for it and add it to this handbook! Good luck!


•
Posters on Campus

Posters on campus are the most common form of advertisements. You see them everywhere and they get the word out the easiest. Posters are usually designed by the advertising committee and are hung around campus usually 2 weeks before an event. Posters CANNOT be displayed unless they are approved at the Creese Information Desk on the ground floor of the Creese Student Center. They will approve a maximum of 60 posters per event. If you are co-sponsoring an event with another organization, work out who will do the posters – both organizations combined can only have 60 posters. The Creese Information Desk will make you fill out a form stating your name and the organization you are from, along with how many posters are being stamped. You will receive a copy of this form and on the back of it are the approved posting locations as to where you can hang the posters. Please follow the list, because if you don’t we will be banned from posting. And remember, bring a stapler!

When designing a poster, please remember the phrase “keep it simple, stupid”. Think of whenever you pass the posters on campus. What catches your eye to make you stop and read the poster? As a general rule, the poster should only contain a few select things: name of the event, date, time, location, price of tickets (if applicable) and a short, catchy description of the event. They should also include a graphic that describes the event even if you don’t stop to read it. As an example, if we’re hosting a volleyball tournament, a big volleyball should be just fine.

As for printing the posters, please consult with the President of ISO before making any decisions. All other parts of the process are up to you and the Advertising Committee.


•
Posters in the Residence Halls

Another part of campus that allows posters are the residence halls. Unlike general campus space posters that are approved by the Creese Information Desk, residence hall posters must be approved by the Residential Living Office (RLO). Their office is on the ground floor of Towers Hall. They will approve the posters, then give you a “Hall Pass” where you will have access to the residence halls to hang the posters. RLO will approve a maximum of 84 posters per event. Other than this, please follow all the steps in the "Posters on Campus" section.


•
Drexel Information Network

The Drexel Information Network (or InfoNet) is the name of the multiple LCD screens that are around campus that have advertisements which last a few seconds each. The two that are most prominent are the ones right outside Creese Café and on the ground floor of the Main Building. There are others but these are the two most travelled areas with InfoNet. To advertise an event on these screens, you need to make a .jpeg that has a resolution of 72 dpi and that is 1305 pixels wide by 560 pixels high (if you need help with this, drop me an email or ask me at a meeting – it’s pretty simple to do). As with posters, please use as little words as possible since it will only last a few seconds. I highly recommend using the same graphics, fonts, and text from the posters. This will help people remember the event better and it makes less work for you. InfoNet ads should be emailed to chip.hartford@drexel.edu at least one week before the first date it is supposed to be aired. That usually means submitting it two weeks before the event takes place, that way it has one week to air. When emailing the .jpeg, remember to include the date span it will be aired (include the day of the event in this time).


•
Drexel Daily Digest

If you haven’t unsubscribed from it, the Drexel Daily Digest comes to your @drexel.edu inbox every Monday-Friday. The Digest is sent to everyone with a @drexel.edu email address and the alumni and Drexel parents that want it. This is a great way to easily disseminate information to the entire Drexel community. In order to submit an event to the Digest, you must fill out an online form at http://www.drexel.edu/news/digest/submit.aspx. Follow all the instructions on the form, and attach the main image from the posters to the submission. Include where, when, what, etc. in the details section. Remember, if the event is on a Saturday or Sunday, you want it to appear in the Digest that Friday.


•
www.Drexel.edu Events Calendar

The Drexel Events Calendar is an online calendar. You can access it by going to www.Drexel.edu and scrolling over the “Events” tab, then click on “Events Calendar”. There you will see multiple events that were submitted online. At the right of this page, there is a bold link to “Submit an Event”. After that, fill out the form and for contact information, put your name and for the email address put ISO@drexel.edu. Remember to list ISO’s website as well, www.ItalianStudentsOrg.com. The event should appear on the calendar in a day or two.


•
Commuter Listserv

The Commuter Listserv is an email that goes out periodically to all commuter students at Drexel. Email commuters@drexel.edu a short blurb including the date, time, event name, place, sponsoring organization and a brief description of the event.


•
Office of Campus Activities Listserv

OCA also does a periodic email that is sent to student organization leaders on every even week Wednesday of a term. To submit an announcement, email askoca@drexel.edu by 12 noon Monday of the event week before/during the event.


•
The Chalkboard

The Chalkboard is located behind Nesbitt Hall and faces Lancaster Walk. It is the outside wall of the Pearlstein Gallery and sees many passersby each day. This is a great opportunity for you to demonstrate your chalkboard skills. If you don’t have your own chalk, ISO has some for you to use. Email me so I can set up an appointment to hand it over to you. Please be courteous of other organizations when you use the chalkboard. Remember to be bold and creative. (I have used one block of the chalkboard to color in a nice Italian flag before – this draws more attention to your information. Keep the information on the chalkboard limited and do your drawing about 2-3 days before the event. Remember to check the weather – if it’s going to rain that day, hold off. If it’s going to rain up until the day of the event, don’t do it at all – it’s not worth your time.


•
Facebook Events

Facebook is a great tool for advertising. You can make a “Facebook Event” and invite everyone you know and everyone who is in the “Italian Students Organization” Facebook group. Before you can make an ISO Facebook event, you must become an administrator of the group. Email ISO@drexel.edu and you will be made an administrator. After that, go to ISO’s Facebook group and on the right hand side, click on “Create Related Event”. From here, follow the instructions.

