PUBLICIZING YOUR ENGINEERING ORGANIZATIONS’
ACTIVITIES AND PROGRAMS
Words to the Wise
· Your publicity should answer the questions Who? What? When? Where? (and How Much?)
· All of your publicity should include the name of the sponsoring organization(s) and contact information (phone, email, and/or web address)
· Plan your publicity campaign early for all your events.  Determine the most effective strategies to publicize your programs. Some of those strategies may require a few weeks lead time.  

· Don’t wait until the last minute to publicize your activity or event.  Students are busy and may need to schedule their attendance at your event.  The more notice the better with reminders closer to the day of the event.
· Remember that some people view sponsored events as being closed to the public.  If your event is open to everyone, then indicate that in your publicity (Everyone Welcome! Bring a Friend! or All Engineers Welcome!).  

Promotional Strategies for Activities or Events of Interest to Engineering Students
Posters and Flyers

Posters and flyers are the most common method to publicize events.  Registered student organizations are allotted 2000 free photocopies at the STAR Center in the Stamp Student Union.
Post flyers in Martin Hall, JM Patterson, Chemical/Nuclear Engineering Building, and the AV Williams Building.  Be aware of building rules.  Post flyers on bulletin boards.  Feel free to remove outdated flyers to make room for your own.  Flyers posted on the walls are frequently removed by Facilities Management staff.  Remember that commuter students and co-op students are not on campus everyday so they may not frequent common areas.  
Be sure to take down your flyers and posters after the event.  It should be a responsibility of your publicity committee to remove outdated materials.  The less clutter on walls and bulletin boards, the more likely students will notice your flyers.
Electronic Mail
Send a notice for your activities or events to the ENGR FYI listserv (engrfyi@umd.edu).  Bulletins are published twice a week on Tuesdays and Fridays during the semesters and less frequently during the summer.  It is recommended that you send a notice to the listserv at least one week prior to your event.
Send an email notice to your organization’s membership.

Keep an attendance list for your programs and send an email notice to people who attend them.
Word of Mouth

Do not forget this single most effective form of publicity.  If your publicity committee (and the other officers and members of your society) talk up the event in classes, at the eateries, and in the lounges people will become interested.  The word will spread.
Announcements
Ask your professor to allow you to make an announcement in class or write an announcement on the chalk board.

Don’t forget to put an announcement on your societies’ web site.  If you are consistent in publicizing your programs on your web site then students will know to check there for information.  Post a calendar for the month or for the semester and keep it updated!
Signs and Banners
The UM Sign and Graphics Shop will customize a banner or sign for you to help advertise your event.  This is particularly effective for events that happen annually.  All you have to do is take the banner or sign back to the Sign Shop each year and replace the information that has changed.  Your organization can also create their own banner to advertise programs, events, or for general promotion of the organization.  Banners should appear neat and professional.
Other Publicity Ideas
Students often disregard flyers since they are so overused.  Be creative.  Vary your techniques.  In each publicity campaign, try to include something that will make it different from the last one.  Some ideas include:

· Logos

· Teasers (sneak previews, clues to an event, save the date notices)

· Handbills or bookmarks

· Pass out free tickets (even if the event is free)
· T-shirts (worn before an event)

· Create a display featuring your event or organization

· Have members of your organization sit at an information table to promote your event and answer questions people may have.

· Sandwich boards (for organization members to wear while walking around the building)

Promotional Strategies for Programs of Interest to the Campus Community and Beyond
In addition to the strategies noted above, you may also want to do the following:
· Place ads in the UM newspapers (Diamondback, Mitzpah, Black Explosion, La Voz Latin, Public Asian, etc.), write letters to the editors, contact the newspapers about sending a reporter to cover your event or write a story about your societies’ activities

· Put notices on kiosks or bulletin boards in other buildings

· Put notices on the Shuttle UM buses

· Chalk the sidewalks

· If your event is of interest to UM faculty and staff place a notice on the University’s FYI in Outlook, and on the Weekly Events @ Maryland calendar
· Advertise on the campus radio and TV stations or ask that public service announcements be made

· Take flyers to the residence halls for distribution or posting

· Contact the Director of Communications for the Clark School for help in promoting your events or activities to a broader audience

· Contact the Director of Alumni Relations for help in promoting your activities or events to Engineering Alumni

Union Marketing in the Stamp Student Union has a web site that provides a timeline, contact list, and publicity information that is helpful to consult as you plan your publicity campaign.  The web site is:  www.union.umd.edu/publicity.
When you discover other effective strategies for publicizing your events, programs and activities, share that information with other student societies at the Engineering Student Council Meetings.
