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You have an event planned, 

now what?

 Planning:

 How can you stay on task? 

 A checklist!  

 Poster Development

 What makes a good design?

 Advertising

 Where to advertise? 

 Internal and external advertising

 Announcement Submission Form 

 Yuba College App

 Web Calendar training

 Most important advice? 



Event Checklist

 An event checklist with 

timelines keeps you on 

task and on schedule. 

 Please note: as early 

as three months 

before your event 

determine the 

availability of your 

room and/or venue 

through use of a 

Facilities Request 

Form.  



How to 

create a 

great poster 

design for 

your event!  

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



Advertising: 

Internally

 Where can you advertise internally 
on campus?

 All Email 

 Homepage News Stories

 Closed Caption TVs (library, 
cafeteria and by admissions)

 Electronic Marquees (Yuba 
College-west parking lot, Yuba 
Sutter Arts and Sutter County 
Campus) 

 Bulletin Boards 

 Yuba College App 

 Web Calendar (training today)



Advertising: 

Externally

 Free advertising options off 
campus?

 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 
campus?

 Display Ads

 Appeal Democrat

 Me and Mine Magazine



Announcement Submission Form

 When do you submit form:

 News Item on yc.yccd.edu

 Campus TVs (only if you have a 
poster)

 Yuba College Facebook
announcement

 Yuba College Twitter announcement

 Yuba College App (until your 
Department has a host account)

 Marquee

 Press Release (provide in the above 
format)

 Allow at least 10 days for processing 
in Public Events



Yuba College App

Add events to Campus 

Wall on the App

- Have 500 character 

maximum

- Use pictures with 

post

- If your Department 

is not listed as a 

host, we can add

- Occasionally view 

original post for 

comments. 



Web Calendar Training

Grab your step-

by-step 

handout to 

follow along. 



The Most Important 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! 


