


You have an event planned,
NoOW whate

» Planning:
» How can you stay on task?
» A checklist!
» Poster Development
» What makes a good design?
» Advertising

» Where to advertisee
» Internal and external advertising
» Announcement Submission Form
» Yuba College App
» Web Calendar fraining

» Most important advice?



Event Checklist

Event Checklist and Time line

Four weeks before your event (continued):

erson
onsible  Due Date smpleted

» An event checklist with
timelines keeps you on
task and on schedule.

Consider site preparation (special cleaning, equipment and trash
removal) (Contact Facilities Operations for assistance)

Two weeks before your event:

Person
Responsible  Due Date

Submil Announcement Submi n Form Lo Public Evenls

» Please note: as early
as three months
before your eve Nt Two months before your event:
determine the '
availability of your
room and/or venue ek o
through use of a
Facilities Request o e T
Form. '

Meet on site with operational staff such as transportation officials
and ushers lo discuss responsibililies

One week before your event:

Person
Responsible  DueDale  Completed

an (if applicablc)

1f aleohol is being s
permits

Print and send invitations

Four weeks before your event:

Person
Responsible  Due Date  Completed

One-five days after your event:

crson
Responsible

Write thank you notes to speakers, volunteers, staff and others as
appropriate.

Complete written evaluation of the event with suggestions for future
events.

Send pholos and slory lo Claudetle for insertion into President’s
Monthly Report

Approve final program (if applicable)
Work with Public Events on advertising (including sending an-
nouncement submission form and electronic files)

Draft script or talking points for speakers _—_




How 1O
credte @
gredr posSiEs
design for
your eventl!

What makes a great poster design?
* Who, what, when, where and why
* Find a focus and make an impact

* Balance the type and images (have
enough white space)

* Draw the readers eye to the bottom
and read details.

* Let the design sit for a day before
publishing- have someone else review

* Be consistent with other graphic
elements

Vietnam
Moving Wall
Memorial

Please join us as we
honor and respect “
those that made the '

ultimate sacrifice at
The Moving Wall
Vietnam Veterans Memorial
Thursday, September 12-
Monday, September 16, 2019

Yuba College

- 2088 North Beale Road, Marysville -

Open to the Public

NON

For more information call:
(530) 741-6829

uba ‘ AR Pl :
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Your Community. Your College. '
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Advertising:
INnfernally

» Where can you advertise internally Initial Distribution Lists:
O N C O m p US 42 This abction project has several phases. During the first phase, we targeted seven “dynamic
. distribution groups”:

\ 4

. All Yuba College, yc_all@yccd.edu, to include Sutter County Center and Beale AFB
educational site;
. All Yuba College Faculty, yc_faculty@yccd.edu, to include all full-time and part-time

» Homepage News Stories faculty;

» All Email

. All Woodland Community College, wcc all@yccd.edu, to include Colusa Educational

» Closed Caption TVs (library, Outreach Facility;

. All Woodland Community College Faculty, wee faculty@yccd.edu, to include all full-time

cafeteria and by admissions) snipad ol . L
" ear Lake Campus, CIC a @y .edu;

> Elec.l_ronlc MOI’queeS (YUbO . SLEI?:SULI::;eaizmpus Faculty, clc faculty@yccd.edu, to include all full-time and part-
College_wesf pOrklng |O-I-' YU bO . District Services Personnel, district all@yccd.edu
Sutter Arts and Sutter County

Campus)
» Bulletin Boards
» Yuba College App
» Web Calendar (fraining today)



Advertising:
External

» Free advertising options off
campuse

» Websites: Chamber of Commerce,
Appeal Democrat and Arts Related
Events on Yuba Sutter Arts

» Press Release (who, what, when,
where and why)

» Paid advertising options off
campuse
» Display Ads
» Appeal Democrat

» Me and Mine Magazine

Contact:
Teresa Aronson

ub a Yuba College

2088 North Beale Road
O l 1 e e Marysville, CA 95901
g (530) 741-6829 « taronson@yced.edu

News Release

For Immediate Release
July 22, 2019

MARYSVILLE, CA. Yuba College is honored to be the recipient of The Moving Vietnam Wall Memorial on September 12-
16, 2019 at 2088 North Beale Road, Marysville.

The Moving Vietnam Wall Memorial is the half-size replica of the Washington, DC Vietnam Veterans Memorial and has
been touring the country for thirty plus years. When John Devitt attended the 1982 dedication in Washington, he felt the
positive power of “The Wall.” He vowed to share that experience with those who did not have the opportunity to go to
Washington.

John, Norris Shears, Gerry Haver, and other Vietnam veteran volunteers built The Moving Vietnam Wall Memorial It went
on display for the first time in Tyler, Texas in October of 1984. Two structures of The Moving Wall now travel the USA from
April through November, spending about a week at each site.

President, Dr. G.H. Javaheripour said, “we are humbled and honored to host The Moving Vietnam Wall Memorial at Yuba
College to provide the opportunity for our younger generations to learn about the Vietnam War and to honor the sacrifices
our heros at war have made to ensure our freedom.”

Yuba College is planning events throughout the Wall’s stay, including Vietnam historical mementos displayed in the
Theatre lobby, a free patriotic performance by The Band of the Golden West, Travis Brass, on Sunday, September 15 at 2
p.m., in the Theatre and an opening ceremony on Friday, September 13 at 10 a. he Moving Vietnam Wall Memorial
near Bldg 200.

Yuba College is asking for volunteers to help visitors when searching for names of their loved ones and with secur
watching over the exhibit while at the College.

The community is encouraged to attend this powerful, moving exhibit throughout the five day visit; groups of over 10
should coordinate their visit to avoid overcrowding at The Moving Vietnam Wall Memorial.

Visit yc.yced.edu or call (530) 741-6829 to coordinate your group visit, volunteer or if you need more information.
#EE

About Yuba College:

Yuba College, loc 2088 North Beale Rd., Marysville, CA, has been providing quality education to the residents of the Yuba-
Sutter area for o 01 The 160 acre campus opened its doors i ffe uction in over 90 departments that prepare
students for ac sociate’s degree, or transfer to a fou r college. Yu e h satellite campus (tter County
Center and Beale d ich ¢ miles and all or part ¢ ht Northern
California counti d du.




Announcement Submission Form

uba Yuba College
ollege Announcement - Submission Form

Submission Policy Please fill in with your information

» When do you submit form: e PR

received by Marketing and
Promotions.
N | ‘I' m d d e Late requests may be considered
Contact:
eWS e O n yC ‘yC C ¥ e U but are not guaranteed. However,
no program, event, or activity Phone Number:
message request will be accepted

Campus TVs (only if you have a

* Business days are limited to
pos‘l‘er) Monday - Friday, 8 a.m. -5 p.m. Title of Event:
* Yuba College is closed on all
major holidays. Posts will not be
made during Yuba College

> Y U b O C O I | e g e FO C e b O O |< holidays, weekends or normal e fobete

Department:

2-Week Posting Maximum for digital sign

Yuba College closure dates. For a Posting Locations:
O n n O U n C e m e n-l- list of Yuba College closure dates
please visit yc.yccd.edu. D News Item (yc.yccd.edu)

|:| Campus TV's (A 1920x1080 horizontal graphic must be attached)

Yuba College Twitter announcement Content uidelines Hiasraassann

e Text will be added exactly as
listed in the message content box.
Marketing will not edit text.

YUbO CO”ege App (UnTil yOUr * Message content must be free of

political messages, illegal

D e pO rTm e n-l- h OS O h OS-I- O C C O U n-l-) Sctvites vilgar, piofans, oF D Yuba College App (512 Charcter limit)

offensive language, alcohol, or
tobacco use.

Marquee

Signature,

Press Release (provide in the above
fo rm O T) Requests may be sent to:_taronson@yced.edu.

Separate Announcement Submission Forms
must be submitted for each digital sign
request.

|:| Press Release (time and information permmitting)

» Allow at least 10 days for processing
in Public Events

Approved: Needs revisions:

|:| Digital Sign (4 Lines 12 characters each)

Posted By: Post removal date:

Updated 7/11/19 T vonson



Yuba College App

T Manage (Y
Add events to Campus
Manage

Wall on the App

Walls

- Have 500 character
Mmaximum

Campus Wall v All Categories v All Posts

- Use pictures with
pPOst

- If your Department
is not listed as a i

y A1
h 'I' d d Students who are interested in volunteering for The Moving Vietnam Wall Memorial at Yuba
OS ’ We C o n G College from September 12-16, please use the link below to volunteer for one of these positions:

» locating names

- Occasionally view
original post for
C O m m e n 'I'S . Select a Host Yuba College v Post to Student Feed




Web Calendar Training

Grab your step-

by-step
handout to

follow along.
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The Moving Wall Vietnam Veterans
Memorial Visits Yuba College on
September 12-16

It is our distinct honor to announce Yuba College will be
host to The Moving Wall Vietnam Veterans Memorial on
September 12-16, 2019. Click here to volunteer, plan a

group visit or donate.

Csu Sprng’ 2020 *‘PPW

DUE AUGUST 31,
2019

Need help filling out the application?
Attend one of these Drop-in Workshops:
MARYSVILLE CAMPUS (Room 1131 in Nbrary)

Tuesday  August6th, 11am to 1pm
Wednesday August 7th,

Wednesday  August 21st, 2|

Fridayum 2431) August 23rd,

Wednesday ~August 28th,

Friday August 30th, 12pm to 2pm

SUTTER COUNTY CENTER

August 5th, 12pm to 2:30pm
Room 203

o yui

BEST OF YUBA-SUTTER
Reader's Choice Awards

o VOTE NOW

Vote for Yuba College!

Vote for Yuba College as the Best College in the Appeal
Democrat’s “Best of Yuba-Sutter”. Voting is only active
until the end of July, so don’t delay. Click here, then

click community!

Transferring to a
ucoavis University of California?
ACClEs  Complete your TAP in a

o

The UC TAP (Transfer Admission Planner; is an online tool that
helps track your progress. Enter grades as you complete
each semester and the TAP will provide you with an
updated UC GPA & UC transferable units/

The TAP is also used by the UC’s to send invitations to
special events rincluding summer academies & campus tours), and
allows college reps to communicate directly with you.

Events

12-Aug:Professional Development Days NO CLASSES
Time: All Day-

(optional flex activities)

14-Aug:CONVOCATION-CAMPUS CLOSED
Time: All Day-
CAMPUS CLOSED

16-Aug: Student-Athlete Orientation
Time: 11:00 AM-2:00 PM
This is a required orientation for new and returning student-

athletes

19-Aug:INSTRUCTION BEGINS FOR FALL SEMESTER
Time: All Day-
WELCOME BACK STUDENTS!

20-Aug:Auditions for the Fall play 7pm

Time: All Day-

Grab a script, memorize lines and compete in auditions for
the Yuba College Fall Play. Scripts will be available at the
Yuba, Sutter, and Yuba

23-Aug:**Last day to add courses or register without
special permission™

Time: All Day-

**Last day to add courses or register without special

permission**




The Most Important

After Action Comments/Recommendations
- Yuba College Commencement 2015 -

Overall:
- More volunteers for next year and plan earlier (both in duties and task delegation). (Teresa)

Next year: 4 ASYC members handing out program:
with line-up of platform party; Tom, Christina, Joe and Teresa assisted with grads on the field; 2 people at the grad chx
in table and an additional two people who float through the grad line ensure grads have 3x5 card and completed the sur-
vey. Have a volunteer to help the faculty.

List of Graduates:

- Received list of grads too late from A and R (on 1). Tried to alleviate the foot traffic in my office by adding all specif-
ics of graduation on the website. Although there was still lots of traffic, the “grad tab” was a success. (Teresa)

Letter to Students:

- Let student know it will be cold/windy during ceremony. (Teresa)

Electronic RSVP / Electronic Surve
- Adding the phonetic spelling addition to the RSVP grad list worked well (list periodically sent to Dr. O.) Teresa

Student Speaker:

- Worked very well involving Suzanne who worked with the students/speeches! (Teresa)

Breakfast:
- No key note speaker--only use Student Speaker (Teresa)
- Adding two more lines to the food buffet, four lines total for food distribution (it took over 30 minutes) (T
- Do not place Trustee Pasquale at head table in the future (Teresa)
out all awards at Breakfast (3.75 and higher to include, 4.0 and medal winner)
ntinue with breakfast or try a lunch/dinner? If we have breakfast, only have finals from 11 am - 3 pm that day. Ifit'sa

lunch or dinner, end finals at 1 pm. (GH)
-- A lunch/dinner option, let’s open the locker rooms for students to get ready in. (Teresa)

Rehearsal versus No Rehearsal?

- Bring back the practice. Not being able to see the name-cards and work out my own phonetics was a bit of an issue (Dr.
Orton)

-I think we did just fine not having rehearsal. Whatever glitches we did have would not have been avoided with a rehears-
al. Dr. Orton would like to have some kind of rehearsal to have a crack at names. I would suggest to him take advantage of
the opportunity to walk through the line of graduates before the proceed out from behind the bleachers (Erick).

- If we continue with no rehearsal, we need to have a run through of key players including MC, student speaker, student
trustee and medal wi

ve a lesson on how to use a microphone (they were looking at the students and
not speaking into the microphone). Turning up volume on the microphone would just add more feedback.

- Not having rehearsal made Media’s job of setting up much more doable. Because of no practice, they were able to attend
and monitor the microphone at breakfast. (Jeff/Richard)

Set-up:

- Add another monitor to the stage area to help improve the delay in the speakers voices, plus faculty could not hear the
speakers. This will also help with less feedback. (Jeff/Richard)

- Use chairs from Party Pizazz for one stop shopping (with tent and chair rental)

Advice ...

You are responsible for your event
so follow-up with Maintenance,

caterer, facility and other vendors
to ensure everyone is on the same
page two days prior to your event.

After the event, take a few minutes
to write lessons learned. It will be
helpful when you plan your next
activity!




