
If	
  you	
  have	
  any	
  ques.ons	
  regarding	
  the	
  material	
  in	
  this	
  slideshow,	
  please	
  contact	
  the	
  
Involvement	
  Consultants:	
  

Involvement	
  Consultant	
  Desk	
  –	
  SLP	
  316	
  
	
  IC	
  Desk	
  Hours	
  –	
  Mon-­‐Thurs:	
  9AM-­‐7PM,	
  Fri:	
  9AM-­‐5PM	
  
	
  Phone	
  –	
  619-­‐260-­‐4802	
  or	
  x4802	
  
	
  Email	
  –	
  usdinvolvement@gmail.com	
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Visit	
  the	
  MyPos.ngs	
  website	
  
	
  
When	
  asked	
  to	
  choose	
  a	
  Department	
  Website,	
  make	
  sure	
  to	
  tag	
  Torero	
  Life	
  to	
  be	
  
included	
  on	
  the	
  Torero	
  Life	
  events	
  calendar	
  and	
  the	
  Blue	
  Buzz	
  weekly	
  calendar.	
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http://www.sandiego.edu/mypostings/


A	
  full	
  list	
  of	
  available	
  Crea.ve	
  Zone	
  resources	
  and	
  prices	
  can	
  be	
  found	
  in	
  the	
  Crea.ve	
  
Zone	
  (SLP	
  302)	
  and	
  on	
  the	
  Crea.ve	
  Zone	
  website.	
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http://www.sandiego.edu/associated-students/creativezone/


Submit	
  a	
  Crea.ve	
  Zone	
  Graphic	
  Design	
  Request	
  
	
  
Tips	
  for	
  reques.ng	
  Graphic	
  Design	
  work:	
  
	
  
1.)	
  Plan	
  ahead!	
  As	
  soon	
  as	
  you	
  know	
  your	
  event/program	
  details,	
  fill	
  out	
  your	
  Graphic	
  
Design	
  request.	
  Make	
  sure	
  to	
  include	
  a	
  deadline	
  that	
  gives	
  you	
  enough	
  .me	
  to	
  
adver.se	
  your	
  event/program	
  aaer	
  the	
  en.re	
  marke.ng	
  request	
  process	
  has	
  been	
  
completed.	
  
2.)	
  The	
  actual	
  design	
  process	
  lasts	
  approximately	
  two	
  weeks.	
  Once	
  the	
  proofing	
  
process	
  begins,	
  you	
  will	
  only	
  have	
  two	
  opportuni.es	
  to	
  make	
  edits	
  before	
  no	
  more	
  
changes	
  can	
  be	
  made.	
  It	
  may	
  be	
  beneficial	
  to	
  schedule	
  an	
  in-­‐person	
  mee.ng	
  with	
  
your	
  assigned	
  Graphic	
  Designer	
  to	
  go	
  over	
  your	
  ideas.	
  
3.)	
  Marke.ng	
  requests	
  should	
  be	
  submiced	
  three	
  weeks	
  in	
  advance	
  of	
  when	
  you	
  
want	
  to	
  begin	
  your	
  marke.ng	
  plan.	
  Requests	
  submiced	
  less	
  than	
  three	
  weeks	
  in	
  
advance	
  will	
  only	
  be	
  accepted	
  if	
  the	
  graphic	
  design	
  team’s	
  workload	
  permits.	
  
	
  
If	
  you	
  have	
  any	
  ques.ons,	
  please	
  contact	
  the	
  Crea.ve	
  Zone	
  at	
  
usdcrea.vezone@gmail.com.	
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https://myauth.sandiego.edu/cas-web/login?service=http%3A%2F%2Fwww.sandiego.edu%2Fassociated-students%2Fcreativezone%2Fgeneral-marketing-requests.php


Please	
  note:	
  	
  
•  Adhering	
  any	
  materials	
  to	
  walls	
  or	
  doors	
  is	
  prohibited,	
  both	
  indoors	
  and	
  outdoors.	
  	
  
•  Only	
  blue	
  tape	
  can	
  be	
  used	
  to	
  hang	
  materials.	
  Blue	
  tape	
  can	
  be	
  rented	
  from	
  the	
  

Crea.ve	
  Zone	
  for	
  no	
  charge.	
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Technical	
  requirements	
  for	
  both	
  flyers	
  and	
  videos	
  can	
  be	
  found	
  on	
  the	
  
UC/SLP	
  Display	
  website	
  
	
  
Flyers	
  can	
  be	
  submiced	
  online	
  for	
  approval	
  by	
  comple.ng	
  the	
  online	
  form	
  under	
  the	
  
“Pos.ng	
  a	
  Flyer”	
  heading.	
  	
  
Videos	
  can	
  be	
  brought	
  to	
  SLP	
  302	
  on	
  a	
  portable	
  storage	
  device,	
  such	
  as	
  a	
  USB	
  drive,	
  
for	
  approval.	
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http://www.sandiego.edu/ucslp/publicize/displays/


Submit	
  a	
  Marquee	
  Request	
  
	
  
NOTE:	
  There	
  is	
  a	
  maximum	
  character	
  limit	
  of	
  17	
  characters	
  per	
  line	
  for	
  marquee	
  
adver.sements	
  
	
  
The	
  Office	
  of	
  University	
  Scheduling	
  has	
  the	
  sole	
  and	
  complete	
  discre.on	
  to	
  approve	
  
or	
  deny	
  any	
  request	
  to	
  post	
  informa.on	
  on	
  a	
  marquee.	
  
	
  
Ques.ons	
  pertaining	
  to	
  pos.ng	
  on	
  the	
  electronic	
  marquees	
  can	
  be	
  sent	
  to	
  
marquee@sandiego.edu.	
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http://atsapp.sandiego.edu/usdmarquee/Logon.aspx?ReturnUrl=%2fusdmarquee%2f


Residen.al	
  Life	
  is	
  not	
  responsible	
  for	
  prin.ng	
  flyers	
  to	
  be	
  distributed.	
  Please	
  have	
  
flyers	
  printed	
  before	
  mee.ng	
  with	
  Residen.al	
  Life.	
  Flyers	
  can	
  be	
  printed	
  in	
  both	
  
Black/White	
  and	
  Color	
  in	
  the	
  Crea.ve	
  Zone.	
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Involvement	
  Consultant	
  email:	
  usdinvolvement@gmail.com	
  
	
  
Please	
  email	
  any	
  Blue	
  Buzz	
  requests	
  to	
  the	
  ICs	
  no	
  later	
  than	
  Wednesday	
  the	
  week	
  
before	
  the	
  Blue	
  Buzz’s	
  release.	
  	
  
	
  
Please	
  make	
  sure	
  to	
  include	
  all	
  important	
  event	
  informa.on:	
  
•  Event	
  Name	
  
•  Event	
  Date/Time	
  
•  Event	
  Loca.on	
  
•  Sponsoring	
  Organiza.on	
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The	
  Crea.ve	
  Zone	
  is	
  also	
  an	
  excellent	
  hub	
  for	
  crea.ng	
  larger	
  scale	
  marke.ng	
  plans	
  
for	
  your	
  events.	
  With	
  sufficient	
  .me,	
  the	
  Crea.ve	
  Zone	
  can	
  work	
  with	
  you	
  to	
  create	
  a	
  
marke.ng	
  schedule	
  for	
  your	
  events	
  and	
  to	
  maximize	
  exposure	
  of	
  your	
  event	
  through	
  
mul.ple	
  avenues.	
  
	
  
For	
  more	
  informa.on,	
  please	
  contact	
  the	
  Crea.ve	
  Zone	
  staff	
  at	
  
usdcrea.vezone@gmail.com.	
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