The BEST Center / Materials to promote conferences services

	Project
	Specs
	Delivery date
	Notes / Misc.
Quantities? 

	New Folder 

Simplistic cover

Map/direction on back
	9 x 12”
	January
	

	Note Cards
	5 ½ x 4 ¼ 
	December
	

	Response Card
	5 ½” x 4 ¼” 
	
	With Business Reply card?

	Tri-fold brochure
	3 11/16 x 8 ½”
	
	

	Separate flyers detailing rooms layouts, cost, and other details
	8 ½ x 11” 
	
	

	Postcard – possibly follow the Campus Center format whereby front side is 4-color preprinted and the back side is B/W imprinted 
	6 x 11” ?
	Late winter
	

	New Photos needed:

· Lecture hall (T102)

· Computer lab (T104)

· Meeting room (T123/4)

· Classroom (T119 A/B)

· People shots
	Set up shots with models, or arrange with a client who is willing to cooperate for a discount (?)
	
	


Tina is checking on quantities and also verifying that The BEST Center staff will write the first draft of copy and delivery to MarCom for editing. 
All materials will continue with The BEST Center current look and feel

We are exploring photography options internal and externally. 

