
Marketing and Promoting Events

 
 

Inside Augsburg Calendar 

To help others find your event, please submit your event to the campus calendar by filling out the request form 

at www.augsburg.edu/marketing once you receive confirmation regarding your meeting location.  This will be on 

the calendar found on Inside Augsburg so that everyone visiting that site will see the date, time and details of 

your event. 

“Save the Date” Cards 

“Save the Date” cards can be sent between three and twelve months prior to an event.  A “save the date” is not 

required for all events, but may be useful for events where key information is changing or if you want to be sure 

to get on calendars early.  “Save the Date” cards are usually a small postcard size and include very minimal 

information (usually only date, time and basic event information).  RSVP information is generally not included on 

“Save the Date” cards. 

Invitations 

Work with your event planner in conjunction with Marketing and Communications staff to ensure that your 

invitations are finished, printed and in the mail at least six (6) weeks prior to the actual event dates. 

RSVP’s 

If you are requesting your attendees to supply you with RSVP information, include a contact name, contact 

phone number and email address on the invitation.  Unless otherwise arranged with the Event and Conference 

Planning Department, the event sponsor manages RSVP lists and provides the staff for the event registration 

table. 

Registration Tables/Nametags 

If you are hosting an event that will have a registration table, please adhere to the following guidelines: 

 

 ALL registration tables will be covered with an Augsburg College branded tablecloth or tablecloth/skirt 

that matches your event décor.  Augsburg College branded tablecloths are available for 24-hour check-

out in the Event and Conference Planning Department.  Alternatively, work with your assigned Event 

Planner to order a tablecloth that matches your décor. 

 

 Nametags should be pre-printed, unless you receive approval from the Event and Conference Planning 

Department.  

 

 All alumni/alumnae should have their class year, and maiden name, if appropriate, printed on the 

nametag. 

 

 All nametags should be separated, assembled and alphabetized prior to the arrival of your guests to 

ensure for quick and smooth registration lines. 

http://www.augsburg.edu/marketing

