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Milner Library’s Mission: The University Libraries of Illinois State University comprise Milner Library and the University Archives. In addition, the University Libraries maintains a partnership with the Center for Book Culture, hosts the Illinois Regional Archives Depository (IRAD), and provides special services to the libraries of Metcalf Elementary and University High Schools. (Refer to Appendix 1 for full Mission Statement)

Purpose: The Public Relations Committee is charged with promoting library resources, services and activities in an organized, timely manner while fulfilling the mission of the library. Additionally, the committee is charged with maintaining the marketing plan and developing and implementing marketing activities including, but not limited to new services, traditional services, annual events, social web tools, one time unexpected activities, exhibits electronic signage, etc

The Committee: Six members from library faculty and staff comprise the Public Relations Committee. Terms run two years; committee members are appointed by the Civil Service Council and Faculty Council. The committee chair will be the Assistant to the Dean for Grant Writing and Public Relations. The committee reports to the Dean of University Libraries. 

Marketing Goal: The marketing goals of the Public Relations Committee support the 2007 goals of Milner Library, by strategically communicating Milner Library’s message.

The Public Relations Committee will:

· Create a marketing campaign that highlights new and traditional services

· Reach out to users in non-traditional ways

· Promote the library as a cultural center

· Brand library services to make patrons aware that they are using library resources and services regardless of location or format

· Increase collaborative relationships and outreach with other libraries, museums, and agencies locally and statewide

· Continuing as a site for Presidential Scholar service learning projects

The Public Relations Committee will fulfill these goals by:

1. Market the library and its services to library employees, Illinois State University students, faculty, staff, and the community (Refer to Appendix 4)

a) Promote library activities and resources by showcasing collections, services, exhibits and events

b) Promote the library’s new student focused tag line “We are here. We are your library” though posters, student poster contest, window clings, library web page, student radio & television stations, Vidette insert etc…

c) Create a Word-of-Mouth Marketing Plan (WOM Marketing is conscious, organized and consistent)

· Recruit various groups to assist in the WOM campaign, e.g. University Library Committee, Friends, employees

· Create a clear and memorable message

d) Tie into national celebrations (National Library Week, Banned Books Week, National Book Week, etc.)

e) Explore the use of campus media tools such as electronic signs and Signcades to advertise library events

f) Use the library’s  Web site and electronic signage to promote upcoming events and making announcements about what is happening in the library

2. Ensure that Milner Library’s message is consistent across the campus and the community

a) Promote the use of the Milner identifier (Refer to Appendix 2)

b) Follow library and university standards/style guides for developing and evaluating promotional materials

c) Use Media Relations to assist in developing press releases

d) Use University Marketing and Communications and consultants when necessary, to assist in developing major publications (i.e. postcards, brochures, posters)

1. Encourage strategic alliances with on- and off-campus groups to promote library services and activities

a) Identify opportunities for outreach

b) Identify opportunities to publish in campus newsletters and newspapers

c) Foster relationships with ISU colleges and departments

d) Use community media for public awareness (Refer to Appendix 4)

e) Explore opportunities to partner with other libraries 

2. Create new opportunities to promote the library 

a) Establish and develop relationships with individuals interested in Milner Library

b) Publicize library faculty publications and presentations to campus and professional publications

c) Identify opportunities for Public Relations Committee members to publish and present marketing activities

d) Promote use of “Public Relations / Marketing Request” form to Milner faculty and staff to identify marketing needs

e) Investigate student internship opportunities 

3. Create and maintain an archive of marketing articles, publications, and materials produced by the Public Relations Committee

Assessment/Evaluation:  Measure outcomes of marketing strategies, providing feedback into the marketing process. Evaluate activities using the Activity/Assessment Planning Form (Refer to Appendix 3)
Target Audiences: Primary audiences of Milner Library are members of the Illinois State University community who include Milner employees, students, faculty, staff, and alumni. Secondary audiences include but are not limited to the Bloomington/Normal community, other institutions of higher education, families of Illinois State University students, library organizations and elected officials. (Refer to Appendix 4)
Media Contacts:  The Dean of University Libraries or her designee is the official spokesperson for the library and partnership organizations stated in the library’s mission. The Dean may ask the chair of the Public Relations Committee to respond to media questions or to provide information as appropriate. The chair of the Public Relations Committee will be responsible for providing current, accurate information or identifying the appropriate source of information to the media. The committee chair will act as liaison to campus and external publications. (Refer to Appendix 5)

Forms of Publicity:

1. News releases

2. Informational flyers

3. Advertisements

4. Announcements

5. Newsletters

6. Brochures

7. Library guides

8. Articles

9. Presentations

10. Web sites

11. READ posters

12. Word-Of-Mouth

13. Electronic signs

14. Signcades*

15. Banners

16. Campus Connections*

17. College & Main television program*

18. Give-aways

19. Social web tools*

20. University calendar

21. Posters

22. Other

* Refer to definitions on page 4.
Future Goals:

1. Develop a crisis communication plan

2. Create and implement a marketing survey

Special Upcoming Events: Spring/Fall 2008
1. February -April 15 Poster Contest 
2. March 18 Jean Baker “Let’s Talk Sense to the American People: Adlai Stevenson’s Presidential Campaigns”

3. March 27 Stacy Cordery “A Talk with Stacy Cordery”

4. April 1 Edible Book Festival

5. April 8 Marc Aronson “A Talk with Marc Aronson on Race”

6. April 22 Documentary “A Look at Librarians Through Film”

7. April 30 Marilyn Reynolds

8. June 13 Children’s Literature Conference keynote Eric Rohman
9. September 23 “Hot off the Press: A conversation with Newly Published Authors featuring Scott Foley, Patti lacy and Adam Decker”

10. September 30 “A Conversation with Marilyn Reynolds” during Banned Book Week

11. October 2 Friends of Milner Library Fall Speaker Paul Holsinger “The History of McLean County

12. October 16 – December 5 NEH Exhibit “Alexander Hamilton The Man Who Made Modern America”

13. October 23 Ames/Milner Visiting Author Program featuring Tim O’Brien

14. October 28 Timothy Connors “A Conversation with Alexander Hamilton”

15. November 1 Friends of Milner Library Annual Book Sale

16. November 4 Susan Westbury lecture “Hamilton the Warrior”

17. November 13 Robert Bradley lecture “Hamilton’s Legacy for Judicial Review”

18. November 14 Trivia Night fundraiser
Definitions:

Signcades – Portable sandwich board that can have events changed as needed. Used by the library on the Milner Plaza and ISU QUAD.

Campus Connections – Resident Hall Channel to advertise services and events.

College & Main – A weekly half-hour television program that promotes University events and Outreach to the campus and community.

Social Web Tools - an open global distributed data sharing network similar to today's World Wide Web, except instead of linking documents, the Social Web will link people, organizations, and concepts. Examples include Flickr, Face Book and Face 2 Face.

Electronic Signage – Electronic and Digital signs
Appendix 1

March 11, 2003 
Illinois State University Libraries
Mission Statement

Who We Are

The University Libraries of Illinois State University comprise Milner Library and the University Archives. In addition, the University Libraries maintains a partnership with the Center for Book Culture, hosts the Illinois Regional Archives Depository (IRAD), and provides special services to the libraries of Metcalf Elementary and University High Schools.

What We Do

The University Libraries supports the University Mission by providing users with an intellectually-engaging destination that maximizes their opportunities for learning and scholarship. To achieve this aim, we: 

· Provide access to, and assistance with, a rapidly growing universe of information and creative expression;
· Lead in efforts to integrate information literacy into the University curriculum through teaching and collaboration;

· Nurture the learning of a diverse community of users by maintaining vital spaces for studying, group discussion, and the co-creation of knowledge; and

· Preserve resources important to the University in traditional and digital formats.   

How We Do It
The accomplishment of this mission requires that we:

· Select, acquire, organize, and preserve materials in physical and electronic formats;

· Respond to patron questions and provide personalized instruction in the methods of identifying and retrieving library materials and other information sources;
· Teach the information literacy skills needed for degree programs and lifelong learning;

· Provide a variety of physical and virtual spaces and learning environments; and
· Safeguard irreplaceable archival materials.

Appendix 2

Milner Library Identifier
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Available in four different sizes and in five different formats at P:\Other\Graphics_Logos\~archive

Appendix 3
Activity Planning/Assessment

	Date:
	

	Event:
	

	Event date:
	

	Location:
	

	Message:
	


Audience(s):

1.

2.

3.

4.

5.

6.

7.

8.

Media:

1.

2.

3.

4.

5.

6.

7.

8.

Contacts:

1.

2.

3.

4.

5.

Report Included
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Target Audience / Specific Media

	Media (
	Vidette
	Campus Connections
	Signcades
	Flyers
	Brochures
	Newsletters
	Bulletin Boards
	Electronic Signs
	Posters
	TV 10
	Radio
	College & Main
	Lib Web Site
	ISU Web Site
	ISU Report
	Word-of-Mouth
	Pantagraph
	Email

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Audience (
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
Internal

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Students
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	
	X
	X
	

	Faculty
	X
	
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Library Personnel
	X
	
	X
	X
	
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	ISU Staff & Admin.
	X
	
	X
	X
	
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
External
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Alumni
	
	
	
	
	
	X
	
	
	
	
	X
	X
	X
	X
	
	X
	X
	

	Friends of Milner
	
	
	
	
	X
	X
	
	
	
	
	X
	X
	X
	X
	
	X
	X
	

	Parents
	
	
	
	
	X
	X
	
	
	
	
	
	X
	X
	X
	
	X
	X
	

	Community Inst.
	
	
	
	X
	
	X
	
	X
	X
	X
	X
	X
	X
	X
	
	X
	X
	X

	Library Consortia
	
	
	
	X
	
	X
	
	
	X
	
	X
	
	X
	X
	
	X
	X
	

	Citizens of Illinois
	
	
	
	
	
	
	
	
	
	
	X
	
	X
	X
	
	
	
	

	Media
	
	
	
	
	
	
	
	
	
	
	X
	X
	X
	X
	
	X
	X
	X

	Elected Officials
	
	
	
	
	
	
	
	
	
	
	
	
	X
	X
	
	X
	X
	X

	Vendors
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	X
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Media Contacts

Illinois State University Marketing & Communications
Milner contact: Eric Jome  438-5091

Print
Daily Vidette

Contact changes year to year 438-5931

Broadcast Email Illinois State University
See campus policy at http://www.ctsg.ilstu.edu/policies_faq/broadcasts.shtml  
Pantagraph

Higher Education Reporter: Michele Steinbacher  msteinbacher@pantagraph.com  820-3232

Feature Stories: Kate Arthur  karthur@pangagraph.com  820-3257

Media (Radio & TV)

WGLT

Kathryn Carter, Development, kscarte@ilstu.edu  438-2257

Charlie Schlenker, News,  ceschle@ilsu.edu  438-7353

Willis Kern, News Director, wekern@ilstu.edu  438-5426

WJBC

News 821-1000 Ext. 205  newsroom@wjbc.com
HOI News

(309) 698-1950

Campus Connections

Closed Circuit TV in resident halls http://www.uhs.ilstu.edu/forms/campus_conn.shtml
College & Main

Deb Wylie, Coordinator of Public Service and Outreach, dkwylie@ilstu.edu  438-2937

Electronic Message Board

Prairie Room  Contact a PR committee member.

Milner  Contact a PR committee member or Jan Johnson.

Signcades  Contact a PR committee member.
Appendix 6

Marketing Timeline

Standing Activities

Fall Semester
New Faculty Orientation

Passages / One Stop Shopping

Friends Annual Book Sale

Fall Festival

Banned Books Week

Homecoming


Honored Alum


Mystery Dinner


Parade

Family Weekend

Ames/Milner Visiting Author Program

Illinois Library Association Reception

Illinois School Library Media Association Reception

Study Breaks

Commencement

Spring Semester
Founders Day

SpringFest

Bryant Jackson Lectureship

Children’s Author Visit

Edible Book Festival

National Library Week

Science & Technology Week Speaker (partnering w/CAST)
Campus theme (when available)

Study Breaks

Commencement

Summer

Preview Expo
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Public Relations / Marketing Request

	Today’s date
	

	

	Project name:
	     

	Project contact (s):
	     
	
	     

	
	     
	
	     

	Project / event date:
	     

	
	

	Estimated marketing period:
	Start date:
	     
	
	End date:
	     

	

	Describe service, program etc. to be publicized: Include attachment (s), if necessary:

	Select text and delete. Field will expand as you type.

	

	Intended target audience(s): Select all that apply.

	 FORMCHECKBOX 
 All
	
	
	

	 FORMCHECKBOX 
 ISU students
	 FORMCHECKBOX 
 ISU faculty
	 FORMCHECKBOX 
 ISU staff
	 FORMCHECKBOX 
 ISU administration

	 FORMCHECKBOX 
 Library personnel
	 FORMCHECKBOX 
 Alumni
	 FORMCHECKBOX 
 Parents
	 FORMCHECKBOX 
 Friends of Milner

	 FORMCHECKBOX 
 Courtesy Card users
	 FORMCHECKBOX 
 Local community
	 FORMCHECKBOX 
 Media
	 FORMCHECKBOX 
 Elected officials

	
	
	
	

	 FORMCHECKBOX 
 Other:
	     
	
	     

	

	Suggested Media: Select all that apply

	Print
	Electronic
	Media (Radio & TV)

	 FORMCHECKBOX 
 Flyer
	color:
	     
	B/W:
	     
	 FORMCHECKBOX 
 Milner Web site
	 FORMCHECKBOX 
 Press Release

	 FORMCHECKBOX 
 Bookmark
	 FORMCHECKBOX 
 Electronic sign (Milner)
	 FORMCHECKBOX 
 ISU Report

	 FORMCHECKBOX 
 Brochure
	 FORMCHECKBOX 
 Electronic sign (campus)
	 FORMCHECKBOX 
 Daily Vidette

	 FORMCHECKBOX 
 Newsletters
	 FORMCHECKBOX 
 Campus Connections
	 FORMCHECKBOX 
 WJBC

	 FORMCHECKBOX 
 Table Tents
	 FORMCHECKBOX 
 Email
	 FORMCHECKBOX 
 WGLT

	 FORMCHECKBOX 
 Invitations
	 FORMCHECKBOX 
 Bulletin Boards
	 FORMCHECKBOX 
 Channel 10

	 FORMCHECKBOX 
 Signcades
	 FORMCHECKBOX 
 University Calendar
	 FORMCHECKBOX 
 Press Conference

	
	
	 FORMCHECKBOX 
 College & Main

	
	
	
	

	 FORMCHECKBOX 
 Other:
	     

 FORMTEXT 

	
	     

	
	
	
	

	Additional information that could be helpful in promoting this event:

	Select text and delete. Field will expand as you type.


Send to any member of the Public Relations Committee: 
Maureen Brunsdale, Lynn Danner, Jan Johnson, Toni Tucker, or Sean Walton
Appendix 8
FLIER POSTING INFORMATION

2007-2008

University Housing Services (UHS) allows registered student organizations and University departments to post fliers in designated public areas with the following stipulations:
1. The flier relates to events, announcements, services, or activities sponsored and sanctioned by Illinois State University or one of its departments or registered student organizations.
2. The flier does not contain references to alcohol, tobacco, or illicit drugs, or to any event, activity, program, or sponsor whose purpose or activity is the sale, use, or promotion of alcohol, tobacco or other drugs.
3. The flier does not contain profanity.
4. The flier is printed on recycled paper and contains the recycling logo along with the statement “Printed on recycled paper.”

5. The flier contains the following statement for an event:  “If you need a special accommodation to fully participate in this program/event, please contact (name and host department) at (phone number/voice).  Please allow sufficient time to arrange the accommodation.”
6. The flier does not exceed 400 square inches.
7. Fliers will be posted for one (1) week.

8. UHS is not responsible for items that get torn down or removed prematurely.
Posting Process:

Fliers are to be taken to the reception desk of each hall for approval by a UHS staff person prior to posting.  The numbers of copies needed for distribution are as follows.
Posting Numbers for 2007-2008

Dunn-Barton
1


Haynie

1

Walker

1


Wright
 

1

Hamilton-Whitten
2


Hewett (closed)
0

Atkin-Colby
2


Manchester

1

Wilkins

1


Watterson

3

Total Bulletin Boards
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MAILBOX STUFFING INFORMATION
2007-2008

University Housing Services (UHS) allows registered student organizations and University departments to submit stuffings for the residence hall mailboxes.  The items to be stuffed must follow the same stipulations as stated for flier postings.

Stuffing Process:

UHS recommends that you bring a sample of the item that you want “stuffed” to the University Housing Services Office (in the Office of Residential Life building) for approval prior to having it printed.  Once the item has been approved, have it printed and then bring a final copy to the Housing Office for an authorization form from Kristen Johnson (438-5781).  An authorization form must be issued for each mailbox stuffer.  The organization must present the authorization at each reception desk when delivering the stuffings for distribution.  The numbers of copies needed for distribution are as follows.
Stuffing Numbers for 2007-2008

One Flier per Mailbox

Dunn-Barton

 208


Haynie

  190
Walker

  204


Wright


  220

Hamilton-Whitten
  417


Hewett (closed)
   -0-

Atkin-Colby
  416


Manchester
  
  448

Wilkins

  210


Watterson

1111
Total Mailboxes







3424

These policies and procedures can also be found at:  http://www.uhs.ilstu.edu/rights_responsibilities/behavior.shtml
Appendix 9

Table Tent Guidelines for Campus Dining Halls

· Unfolded dimensions 4  ¼ “ by 11”

· Printed on card stock

· Must have the statement :  “If you need a special accommodation to fully participate in this program/event, please contact Toni Tucker Milner Library at 438-7402”.

· Approval at the John Green Building (take a draft for approval before printing)

· Fill out application form

· One week request/distribute and take down on Saturdays

· May fill out a form for up to three weeks of display

· Watterson 175/Southside 77/Linkins 84
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