
Required material

Flyer

Poster

Postcard

Save the Date

E-Blast

Web Banner

Facebook (Alumn i )

Marquee

I - 10      

centenn ial museum  

OFF ICE OF ALUMNI RELATIONS 

MARKETING SUPPORT FORM

TODAY’S DATE DATE RECE IVED

INTERNAL PROJECT LEADER
NAME PHONE NUMBER EMAIL

EVENT POINT OF CONTACT

EVENT INFORMATION

EVENT NAME DATE OF EVENT
EX :  MONDAY ,  DECEMBER 1 ,  20 16

LOCATION
Name ,  adress ,  c ity ,  state ,  z ip  code

start time end time
Hr :m in  PM/Am Hr :m in  PM/Am

online payment/registration required? yes no

PRICES/FEES INFORMATION

adult ticket? yes no cost

child ticket? yes no cost

Child age range?

other

where to r.s.v.p.?

email ,name & phone number ,  or webs ite/l ink

r.s.v.p. deadline

target audience
prov ide name of net commun ity l ist ( i f  Appl icable )

ex :  alumn i  in  el  paso ,  tx area ,  alumn i  from class of 20 12 ,  etc .

suggested pictures/graphics

logos to be used

Please spec ify and/or attach to email

Please spec ify and/or attach to email

Upon ava ilab il ity .  Ex .  Foam F ingers ,  pom-poms ,  megaphones ,  etc .

spirit items needed? yes no

Pr intable Inv itat ion

Weekly Announcement

Program

Ticket

Campus bullet in

spec ial bullet in

suggested e-blast schedule

suggested facebook schedule

Add it ional notes

NAME PHONE NUMBER EMAIL

size OF EVENT SMALL MED IUM LARGE
(1-50 ) (50- 100 ) ( 100+ )

Market ing team f ield

Don hask ins

utep today

number of people

If  yes ,  complete and attach a net commun ity event request form .

I f  yes ,  please complete and attach premiums and g iveaways request form .

EX :  Member ,  not member pr ice

Please submit completed form and attachments to:

sandraac@utep.edu; alopez63@utep.edu;

ehernandez88@miners.utep.edu 

webs ite updates yes no
Please attach word document with updates

project deadl ine

utep events calendar yes no
if spec if ic  deta ils apply ,  please attach word document

Instagram (Group)
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