EVENT PROMOTION - BEST PRACTICES
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Visit https://news-feed.msj.edu/#/login & fill out a brief form to promote on the following communication channels:
· Mount ROAR App
· mountconnect
· Campus TV Network
· msj.edu News & Events
· MyMount

Best Practices:
1) Fill out your events as early as possible, ideally 6 months ahead of the event. 
2) To showcase all the great things happening at the Mount—think unsurpassed student experience in 2030 Strategic Plan bold goal—we encourage everyone to promote all events on the msj.edu News & Events page. 
· If you have a specific audience, like students only, begin the description with something like:
· MSJ Student-only Event

Graphics/Artwork
· Should be 8.5” wide x 11”
· Submitted as either JPG @300dpi or PDF.



Social Media Promotion
There are several ways that we can partner to promote your events on Social Media, based on the audience and client needs. Due to the volume of MSJ clients and requests, we will review requests for support on a case-by-case basis.

Flagship University, Academic, Admission, Alumni, and Advancement Events can be promoted via the main MSJ & shared via Alumni accounts.
Student-Only Events can be promoted by the Student Life Instagram.

Types of social media promotion:
1. Sharing posts from client social accounts to MSJ main & Alumni accounts
a. On Facebook, tag Mount St. Joseph University
b. On Instagram/Twitter/TikTok tag @MountStJosephU
2. Posting events directly to MSJ main & sharing via Alumni accounts
a. Please complete this form, and include any associate graphics/photos: https://podio.com/webforms/27829416/2365882 
i. Facebook/Instagram Graphics
1. 1080px wide 1080px high
2. JPG @ 72dpi
ii. LinkedIn/Twitter Graphics
1. 1080px wide 1080px high
2. JPG @ 72dpi
iii. Video files must be MP4 format
1. Recommend horizontal orientation for LinkedIn/Twitter posts
2. Recommend vertical orientation for Instagram/TikTok posts
3. Facebook can display either orientation well


Email Promotion
Events can be shared via the “Around the Mount” Alumni Newsletter at Institutional Advancement’s discretion. Contact Melissa.Rouse@msj.edu for consideration. Note: the email typically mails the final Wednesday each month, and content is needed several business days prior. 


Press Releases
The MSJ Marcom team works with Strategic Advisers LLC for PR support—typically for ‘major’ announcements like milestones, and national awards, or large events. Please contact Shayna Nevermann (snevermann@strategicadvisersllc.com) directly and cc’ your MBP lead and Heather Konerman (Heather.Konerman@msj.edu) on the marketing team. We typically try to limit press releases to 2-3 monthly. We need a minimum 2-weeks’ notice to schedule, interview, and craft a release. Please include the following information in your request:

Subject Line: MSJ [Announcement Name] Press Release

Overview: Please provide a 4-6 sentence overview to help the team understand the scope and story direction of your announcement/event. 

Release Date: Include any hard deadlines or info to help set a release date. 

Objective: 
· Promotion, announcement, etc.?
Who should be interviewed or quoted in the release? 
· Provide 2-3 sources/interviewees and contact information.


EXAMPLE REQUEST
We are nearing an announcement for Mater Dei Chapel’s historic status. We have officially been added to the National Parks Service Agenda for their sessions on March 1st and March 8th—I would like to have this ready for launch by 3/1, if possible. Until now we had been working toward the 3/8 date.
 
Objective:
· Announce that Mater Dei Chapel has been named to the National Register of Historic Places, briefly touch on the heritage of the Chapel (designed by women, 3 Sisters of Charity, 3 students); and what this announcement means to the Mount.
· We can pull content from the prior release.
· Announce the Celebratory Mass on St. Joseph’s Day, March 19, 2023 @ 7 p.m.
· Consider including a line that where people can “help preserve this national treasure, and join us in restoring Mater Dei Chapel for future generations at www.msj.edu/restore-chapel.”
Who should be interviewed & quoted:
· Michelle Arnold — cc’d
· President Williams
· Michelle Arnold to confirm which of the following should be included as well:
· Sister Judy Metz, SC — [S. Judy’s email]
· Maddie Williams — [Maddie’s email]
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ONE FORM TO PROMOTE ALL EVENTS!

Al members of the Mount Community can
now submit events in three easy steps!

Create event

1. Visit https://news-feed.msj.edu/#/login
and login with your MyMount credentials.

2. Clickthe button.

3. Complete the form and click Submit.

Additional notes:

* Please begin using this process for the
remainder of 2024-25. We will officially
announce campus-wide in 2025-26.

* Athletics can continue using their
automated process.

* Student Orgs can continue using the
Mount SOAR process.





