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Division of Communications
Four major office functions within our area
 Communications
 Creative Media Services
 Digital Media Services
 Marketing 

Primary responsibilities
Areas that we manage or oversee for the university
 Internal communication
 Media relations and external communication
 Creative materials for marketing

 Traditional “flat” advertising
 Digital advertising

 Management of university trademarks
 Placement and oversight of any external groups
 Strategic messaging

Who we are & what we do
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Arkansas State University
On first reference, we use our legal name
 Not “-Jonesboro”
 Not “-Main Campus”

A-State
On second reference, we distinguish ourselves
 In prose, always cap A & S with the hyphen
 It “speaks” our logo
 Aligns with our website address: AState.edu
 Online where hyphens not allowed: AState
 Please no ASU, ASUJ, etc.

Arkansas State University System
We are a member of the ASU System
 It’s is not the “A-State System”
 Many of these members are ASU-x

What’s in a Name
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Key trademarks of the university
 Arkansas State University, and its variations
 Red Wolves, and its variations
 Significant spirit phrases (Howl Yes, etc.)
One primary logo
 The official university logo includes:

 The “STATE” mark
 The university name
 College, department or division names

 External or entertainment exceptions
 In coordination with sub-feeds in units

 All uses of the logo or trademark require pre-approval
 Materials must go through licensed vendors

One secondary spirit logo
 Reserved for varsity sports teams
 By approval for student or spirit applications
 Generally not used to represent university units

Logos and Trademarks
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Campus Internal Communications
 Daily Digest

 Our staff, plus content providers in units
 Designed to be read by all employees

and students to start the day
 Emergency Alerts

 Text, email, social media
 Sign up through your my.AState page

 All-User Email Messages
 With a VC or above approval
 All send through our system

 Specialized Newsletters
 Inside A-State
 Alumni newsletters
 College special constituency newsletters

Stay Informed
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Campus Internal Communications
 Daily Digest

 Our staff, plus content providers in units
 Emergency Alerts

 Text, email, social media
 All-User Email Messages

 In coordination with sub-feeds in units
 Specialized Newsletters

 Inside A-State
 Alumni newsletters
 College special constituency newsletters

 Internal and external email campaigns
 Inside A-State, Daily Digest, newsletters

Staying Informed
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Good Advice
Things you should be aware of related to email
 Arkansas has a robust Freedom of Information statute
 Don’t mix email accounts
 Don’t let your students use non-A-State accounts

Basic Email Signature
We have a new system coming soon to update
 Please do not change logos or messages
 No need to append with “confidentiality” statements
 Take care with addresses – PO vs Street/Building

Speaking of Email

Go to:  RedWolv.es/BasicEsig
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Digest entries
Think: news of the day
 Each area has a Digest portal to submit
 Deadline is 2 p.m. day prior for Digest

 Three opportunities only
 Inside submissions typically in order received

How to Submit?
For Digest, it’s always

on the sidebar
For Inside, emails us

direct

Important Note
Submitting your items to the Digest

is not the same as the calendar
Two separate databases

How You Can Help Us
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Calendar.AState.edu
 All university sponsored or hosted events
 Public, invitation-only or private

 Internal public safety
 Must be entered before campus services provided

 Form automatically emails requested areas
 Feeds all our institutional calendars
 When in doubt, enter it at

 AState.edu/SubmitEvent

How You Can Help Us
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Media Guidelines
 If you are contacted by media

 Please contact University Communications
 If you want coverage for an event

 Is it on the calendar?
 Contact University Communications

 We reach out to you for your expertise
 This is your time to promote your area
 Please understand the media’s deadlines

A-State Social Media Guidelines
 Approval to set up and operate representing

 Two + two administration
 Please exercise caution

 On official pages, you represent the institution
 Contact our office for questions
 In an emergency, only the university speaks

Media & Social Media
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Do’s and Donuts
Our planned do’s and don’ts campaign
 College by college visit from our staff
 Watch for these later this fall

What does it cover
Guide to the university’s guidelines and procedure
 What are the rules on logo usage
 How to request photos or video content
 Why aren’t we The University
 What is the guidance related to digital content
 Why does Creative Media have “first right of refusal”
 Why does printing go first to on-campus print shop
 What is licensing and why can’t I buy materials anywhere
 Where can we get help on major website updates
 How do we interact with media and outside groups
 Where to find more resources on line

What we hope it adds up to . . . 
Why you should contact us first with questions or concerns.

Guidelines for communications
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Product of listening to our alumni
There is a through line to their stories
 Someone connected to them
 They were prepared for their next step
 Fields versus majors
 Connecting our success to their success

Into Phase II this fall to support EM
Special online portal to answer recruit questions
 Go.AState encouraging students to . . . Go to A-State
 Institutional commercial re-emphasizing campus experiences when you Go here
 All supporting collateral driving students to Go become #AStateMade
 Written, shot, produced and distributed by Division of Communications

The current campaign: #AStateMade
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Questions
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