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When your class is created and goes into GSMU/pdEnroller please work through this checklist and determine what communications support your class/even needs as soon as possible. 

· Internal Communication:
· Workplace
· Staff Calendar (1x/mo, get your event in front of everyone, email your AA with ideas to submit)
· Ed Talks (Online Communities > Communication > Email > Ed Talks > Schedule)
· Did you know? section
· Bulletin Board
· Program button (if the class event, can stand alone ex: Starting Strong)
· Education Connection (Online Communities > Communication > Print > Schedule)
· 3x/yr
· Articles
· Ads
· Special events/speakers
· Marketing Materials: 
· fliers
· posters (ex Art Show)
· brochures (ex Accreditation & Tech Services)
· ads etc.
· Marketing planning 
· Market your event with a plan, timeline, and to do list
· Social Media Marketing 
· Paid post boosts (get your post in front of the right people)
· Twitter
· Facebook
· LinkedIn
· News Articles & Press Releases 
· Website 
· Homepage Rotating Banner
· Update your webpage so that we can link to it in emails, social media, etc.
· Photograph your class or event
· Editing and review of materials


