[image: image1.png]IOWA STATE UNIVERSITY

AL L VINI

T ASSOCIATION




ISUAA CLUB COMMUNICATIONS REQUEST FORM

Please use this form to submit upcoming Club event communication.

Send requests to: 


Cory Hanson, cmhanson@alumni.iastate.edu,
Beth Lott, blott@alumni.iastate.edu, AND
Brooke Guinn, bguinn@alumni.iastate.edu

MAILING REQUEST

Please choose the mailing that fits within your budget and allows for the amount of text you are using. 
Updated guidelines for mailing requests.

The ISUAA requires at least two to three weeks (in some cases up to a month with the note card style). This allows for designing time, proofing the piece, printing, and the mailing process. (e.g.  If you have an event on May 1st, and you want the mailer to go out by April 1st, we need all your information by March 11th) 
___
Flyer (8.5 x 11)

___
Note card (4.5 x 6.5 folded size)

___
Postcard (4.25 x 6)

___
Date you’d like to see the mailer in mailboxes _______________________

GRAPHICS

For mailers, the ISUAA has a library of graphics available for use.  These include our branding images, logos and marks, and other promotional design elements.  We will present to you a final design for any necessary changes or updates.

E-MAIL REQUEST

The ISUAA ensures a maximum turn-around time of 48 hours. Often times the mass e-mails will go out much sooner.  If you’d like a reminder e-mail, please consider a couple of days before your event or, if needed, RSVP deadline.  Please choose your e-mail request.

___
Initial E-mail, Date you’d like to see sent _______________________

___
Reminder E-mail, Date you’d like to see sent _______________________

THE PROCESS TO SEND YOUR CLUB COMMUNICATION

1.)
Please note, above, what type of communication you’d like sent on a specific event

2.)
Complete the second page of this document with your event information

3.)
If you are promoting multiple events in one communication, feel free to copy and paste the information listed below and separate the multiple events with numbers, or ********, or ()()()()()()()()

4.)
Please save yourself a copy and submit this form to the e-mail addresses listed above

(You no longer need a header with your club name and e-mail address. The first step is now deleting this text and typing your event name.  Example: Iowa State Football Gamewatch vs. Nebraska or ISU Summer Picnic)

(Now, delete this text and give an event introduction.  Tell the purpose of the event to your area alumni; keep it short –- we don’t want to lose the audience. Delete this section if not needed.) 

WHO’S INVITED:

(Delete this text.  Example: All area ISU alumni, family, and friends)

WHEN:


(Delete this text.  Example: Saturday, October 20 at 2:30 p.m.)

WHERE: 

(Delete this text.  Example: Cy’s Family Center, 2058 Cardinal Lane, Ames, phone: (515) 866-0000 List simple directions, if necessary.)

COST:


(Delete this text.  Example: ISUAA Members $10, Non-Members $15.   Free to all area Cyclones or other.  Please keep at least a $5 difference in member and non-member price.  If you have a more expensive event, a great member benefit may be an expanded price range.  Delete this entire section if not needed)

RSVP DEADLINE:

(Delete this text.  Example: Deadline is October 15.  Call the ISUAA at (877) ISU-ALUM to reserve your spot today! If there is no RSVPs needed for your event, please delete this entire section.)

(Delete this text.  This can be your closing text, if needed.  Please give any encouraging words on attending the event, past event successes, and links to your club’s Web site and to past event photo galleries always helps boost attendance.)

(It’s time to sign-off.  Delete this text and add your closing.  Example: GO STATE!, SEE YOU THERE! or SINCERELY,)

(Finally, our e-mail readers will want to know who you are and how to contact you.  Please delete this text and fill in your appropriate information listed below:)

John/Jane Doe, President/Gamewatch Coordinator/Events Coordinator/Etc.

ISUAA Club of XYZ

cy@isualum.com
