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UCCS hosted a Lunch and Learn session for users in Sept. to review email and event best
practices including three checklists for quick-reference. Keep them on hand to help have your
next email send or event go successfully.
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Marketing Clouc
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PURPOSE
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WHAT IS THE PURPOSE OF WHAT CONTENT NEEDS TO
YOUR COMMUNICATION? BE INCLUDED?
- Is this to promote an event? - Copy/Message

- Is this an informative
announcement?

- Do you want readers to take a
specific action?

- Graphics/lmages
- Alt-text for accessibility
- Subject line
- Preheader
- Call to Action
- Hyperlink to click
- CU Branding (Colors/Fants)
- Departmental Information in
the Footer
- Unit/Department name,
campus address, phone
number, email address
and/for website address

(Bl
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Cvent Build Checklist

WHO IS THIS ME:!
FROM AND TO?

- What "from name"
message coming fi
department, facult
etc)

- What reply-to emal
is connected to the
name? (departmen
inbox or individual

- Whao is the audienc
Internal or external
what criteria do thi
to meet?

- Is there an au
group that nes
excluded from

- Is the communicati
SPAM compliant?
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Gather Event
Details in One Place

- Event Title

- Event Date/Time

- Event Location

- Event Planner Contact
- Graphics/Images

- Session details

4
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Checklist
Cvent Buil
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Brainstorm the
Registration Process

- What information would
you like to collect from
registrants?

- What is the capacity for
the event?

- Will you allow guest/group
registration?

- Is the event free or paid?

03

Create Engac
Visual Look a

- On-brand color
fonts

- Images, graphic
video

- Accessibility op
iImages and eve

- Flow of the eve
website and re:
process
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MHHB University of Colorado
Colorado Springs

EVENT STRATEGY

TIMELINE

8 weeks out: Finalize planning of event
details, graphics, verbiage for web/email,
and finalize invitee list.

6 weeks out: Begin marketing event.

5 weeks out: Send eComm team requests
for list uploads, audience builds, etc.

4 weeks out: Send official email invitation
to invitees.

3 weeks out: Send email reminders to
non-registered audience members.

2 weeks out: Send "last chance” email
reminders for final push for RSVPs.

1 week out: Registration closes. Social
media countdown to event.

REGISTRATION

What information is required?

What information is needed but not
mandatory (i.e. submit a question to the
speaker)?

What is the capacity for the event?

What information do the reqgistrants need to

receive in a confirmation email?

If the event is virtual or has that option, make

sure to provide hyperlinks/credentials.

COMMUNICATIONS

| 6 weeks: Save the Date

4 weeks: Official Invite

| 3 weeks: Reminder

2 weeks: Final Reminder
1 week: Event Reminder to RSVPs

| 2-3 Days: Know Before You Go
| Day-of: "See You Soon!”
| Post-event: Thank You & Feedback Survey

POST-EVENT

| Review attendance percentage.

Review feedback survey responses.

| Motes on what worked well.

Motes on what changes should be made.
Review photos/video to share (if applicable).

| Create event overview for website, social

media and/or Communique. (If looking to
have Communigque coverage, remember to
submit a story idea to the Communications
team beforehand for their awareness).
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