Student Environmental Center
→ Web + Media Logistics to Consider

At the beginning of each quarter, the intern or paid position should go over these logistics with the current Core Members (Steering) and all new interns:

Minutes:
· At each Steering and Co-Chair meetings, minutes are taken and added to the website on a weekly base. They are sent out to Steering Listserv. and added to the website within the day of the held meeting. Often times the minutes are held on GoogleDocs, if this is the case-it is the responsibility of the minute take for the day to turn the GoogleDoc into a Word document and send the two out to Steering.
· Each campaign coordinator (or their intern, TBD by their campaign) is recommended to add their weekly minutes to their specific webpage. Access to specific pages is granted by the Web + Media Coordinator upon request. 

Biographies:
· All Core Members should have their bio’s on the website, and it is thus their responsibility to send a headshot, and create a paragraph long statement regarding their interests, how to get in contact, hobbies and anything else they choose to the Web + Media contact by the second week of Steering.
· See current bios. for examples.

Making Posters:
· Making a poster involves time, because each poster needs to be approved by Steering, it is advised to discuss any poster making as far in advance as possible, once edited, approved, etc you have it ready to go and you don’t need to worry about it anymore.
· As a rule of thumb, give the design a week, edits a week, approval a week, and printing and posting a week: start four to five weeks out for no stress posters.
· On every poster you should include (if you are making this on your own):
· “Student Environmental Center”
· Date of event
· Not “today”
· Location
· Contact information
· Website (sec.enviroslug.org)
· Possibly alternative email than coordinators personal email
· Short description of event
· Logo? – SEC from website or Joyce….etc
· Visuals
· ADA language – on SOAR website:
· SEC would like to make this event accessible to people with disabilities. For accommodations please contacts SOAR at (831) 459 2934
Calendar of Events: 
· If you would like to add something to the calendar, link your campaign calendar (if you have one or would like to make one) all you need to do is send an email to ucsc.enviroslug@gmail.com requesting what you desire.
· Synching: put in the subject that you would like to synch your calendar and give the appropriate account that it would be synching.  This is an option only in gmail/slugmail keep in mind.  Perhaps you would like to have a calendar for your campaign even..SOS does and it seems a nice way for multiple parties to add to it (just an option.)
· Adding to the calendar: select "Insert: Invitation" in your options (it is located next to the attach a file) and please put in the subject: Add this to the calendar please.  By clicking on the insert: invitation you will be prompted to fill out a form (in a silo box) fill it out, and hit complete. Send. 
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