


❑ At least three (3) weeks prior to your event, have the LA Marketing Coordinator design 

your print materials and send them to Copy Services or print in the workroom 

(depending on budget). Make sure your advertising includes: 

o Name of the event/speaker 

o Day of week, Date, time, location 

o Brief description (2-3 sentences)  

o Sponsoring organization/s 

o USI College of Liberal Arts logo 

o Contact person 

❑ At least three (3) weeks prior to your event, contact USI Photography to cover your 

event. If you wish to have your event recorded, please reach out to IT for setup. 

❑ At least three (3) weeks prior to your event, you should send a campus-wide email 

announcement. Send follow-up announcements within a few days of the event. 

❑ At least three (3) weeks prior to your event, contact USI Catering (catering@usi.edu) 

for food services (if any). 

o Give the contract to Jillian Jones after you have reviewed it and signed it as the 

event contact. Jillian will have Dean Rode sign as financial manager and enter the 

contract in BuyUSI. 


