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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Viewbook

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	8.5 x 11, 12 page booklet
to promote the college high schoolers

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Traditional student

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	18

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	High school student

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Produced in July, needed in August


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Once every 2 years


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	
100 hrs [research, concepting, layout, copywriting, photog, review]

	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	
$2000

	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	
20 [delivered to area high schools along with other items]

	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
High schools, middle schools, college enrollment offices, hs-focused outreach & recruiting events and activities

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	
6000 [2-year supply]



COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Mini Viewbook

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	8.5x11, 4 page booklet
Super condensed viewbook. Used as first contact or casual contact overview touch point

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Traditional

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	High school

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	High school

	Other Factors
(Any other concerns for the item’s intended audience?)
	Originally created for inside spread of MOVIN’ON magazine delivered to area high schools for career exploration.  

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Needed in August


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Update yearly


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	
30 hrs

	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	
$1000

	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	
20 [delivered to area high schools along with other items]

	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
High schools, middle schools, college enrollment offices, hs-focused outreach & recruiting events and activities

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	
1500
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Adult Viewbook

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	6x11, tri-fold cardstock brochure
attract non-traditional students

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Non-traditional learners

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	25+

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	
Adult students, working adults, parents

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Summer of 2011
Needed for August


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Ideally 2 or 3-year cycle (current piece is 4 years old)


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	
30 hrs

	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	
20? [part of regular hs visits by enrollment staff]

	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
Available in enrollment offices, offered at various adult training events, job fairs, workforce offices, etc.

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	
No real data on this
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	High School annual event poster

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	11x10, tri-fold mailer (poster is 33x10)

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	traditional

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	High school

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	To be hung at high schools

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Need in August


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Update yearly

	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	Part of an annual printing run that includes posters, bookmarks, flyers, postcards, etc.


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	
20? [part of regular hs visits by enrollment staff]

	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
Hand delivered to hs counselors & teachers, mailed, some are even posted by SCC staff in high school classrooms

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	500
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	High School Visit Poster  (Keokuk or WB image)
(CHOOSE ONE/delete one pdf, provide hardcopy)

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	10x17 poster; 100# dull cover
for SCC Counselors to fill in date and hang at schools

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Traditional

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	High Schoolers

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	High schoolers

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Needed in August


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Yearly photo update


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	$55


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	
20? [part of regular hs visits by enrollment staff]

	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
Delivered/posted at a time preceeding enrollment svcs staff visit

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	50
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Get your Geek on: info tech program poster

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	10x17 poster, 100# dull cover
distribute to high schools

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Primary target: Traditional, residual value for adult students

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	
Career degree – IT focus

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Needed in August


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Annual – different programs are selected each year for highlight – so we usually get 2 years out of these


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	$55


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
20? [part of regular hs visits by enrollment staff]

Area high schools & appropriate tech classrooms

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	50
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COMMUNICATIONS AUDIT FORM


	Publication Name/Title
(Indicate a unique name or title)
	Make stuff that makes stuff program poster

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish)
	10x17 poster; 100# dull cover

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Traditional and non-traditional

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Need in August


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	See comments on IT poster


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	
$55

	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
20? [part of regular hs visits by enrollment staff]

Area high schools & appropriate tech classrooms

	Total Cost
(All associated costs added together)
	

	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	50
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Health programs program poster

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	10x17 poster

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Traditional & non-traditional

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	
See comments on IT program promo poster

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Need in August


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Once, change program as needed


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	$55—?from previous year


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	20? [part of regular hs visits by enrollment staff]

Area high schools & appropriate tech classrooms


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	50
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Credit course catalog

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	8.5x11, 104 page book
To provide essential information on programs and course descriptions

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Updated as information finalized for upcoming school year – usually in-hand early August


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Yearly


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	Delivered to high schools, workforce center, taken to recruiting/outreach activities
heavily used in-house
NOTE: strong focus on using online version to keep costs down – still available for hard-copy needers

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	
2000


[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Sneak Peek Poster

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	11x17 poster promoting college visit day. Focuses on liberal arts/transfer students and classes. Event held multiple times per year

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Traditional

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	High school – focus on juniors & seniors

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	3 sneak peeks per year at WB, 2 per year at Keo
WB: Sept, Nov, Apr    Keo: Nov, Mar


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Image and info is update per event
And is done only weeks in advance per event

	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	In-house


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	Delivered/posted in high schools prior to event. Used in conjunction with postcard and other invites


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	SCC Day (seeing careers on campus)

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	11x17 poster Similar to Sneak Peek – only this event focuses on our career programs. Event held multiple times per year

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Traditional

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	High school – junior/senior emphasis

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Need in March


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	yearly


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	In-house


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
Delivered to hs prior to event. Paired with postcards and other means of invites

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Scholarship: Custom postcard

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	4x6 postcard
Make people aware of foundation scholarships and deadlines

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	High school

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Created in March


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Distribution twice a year.  
Reproduce as qty’s get low and update photo


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	$140.04 from psprint


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	Mail, stacks on tables/counters on campus, some sent to high school counselors


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	2,000
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Don’t stop now: custom postcard

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	4x6 postcard
Motivate almost graduates to finish their degree

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	Students with X amount of credits

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Needed in June

	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Semi-annually


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	$130.05 psprint


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	2,000
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	What are you doing after HS: generic card

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	4x6 postcard
To send to hs seniors as a reminder.  Each card gets personalized info with school, date, time and name of counselor

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Traditional

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	High School Senior

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Produced in summer with other August materials


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Several times per year.  Get a few with different images to keep fresh.  Ordered yearly.


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	
Part of job with mailer and book marks for $2000

	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	
500 (total of 2,000 with photo variation)


[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Generic Postcard

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	8.5 x 5.5 Postcard
use as needed – Customize message as needs arise.

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Produced in summer with other August materials


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	yearly


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	$237.88 psprint


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	2,000



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Bookmark

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	2.25 x 9.25 bookmark
advertises all wb & keo events.
online apply instructions, various photos

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	Produced in August with all other materials


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Yearly, multiple photo versions and updated each year


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	
(on job with postcards and mailer for $2,000)

	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	650 total with various photos



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Newspaper_health sample 2014

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	5.06 x 6  Color newspaper ad

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	
$2000+ for series run (4 ads)

	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
Feature ad in local newspaper community progress editions

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Progress ad_BTD sample, newspaper 2015

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	5.06 x 6 color newspaper ad

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Help wanted_finish your degree

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	3.8 x 5 Black/White newspaper ad

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Adults, job-seekers, unemployed, underemployed

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	Adults

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	Typically preceeding enrollment periods, occasionally will run before short-term classes (credit or non-credit)


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	
$200-ish per run

	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
Always placed in help wanted section of the largest newspaper in the area

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Help wanted_make cool stuff ad

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	3.8 x 6 black white newspaper ad

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	
See details from other ad

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)


[image: ]COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Grad tab 2014 (group of grad)– Mt. Pleasant Paper

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	10x6 black white newspaper ad, general college promo – featured in area high school graduation pages/sections

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	General community/high school students/parents

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
These run in April/May during high school graduation season


	Total Cost
(All associated costs added together)
	Varies by paper: $300 - $1000


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]OMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	 Mt pleasant news  (were onto something)

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	10.75 x 6.75 black white newspaper ad

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Senior Tab

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	10x10 color newspaper ad

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Medical assistant campaign _ program sheet

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	8.5 x 11 color flier   (part of campaign)
Info about program. Used as detailed info for people who respond to postcards, ads, promos 

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	
Skews adult female (traditional med ass’t student)

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	Health care program-leaning prospective student

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	Fliers qty 500 $183.51


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
Enrollment offices, some high schools, mailed to health care non-completers, some health care facilities

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Medical coding Campaign_ program sheet

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	8.5 x 11 color flier   (part of campaign)
Info about program. Used as detailed info for people who respond to postcards, ads, promos

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	
See details for med ass’t program sheet

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	Fliers: 250 qty  $113.76 (6/2014) + 500 more $125.45 (1/2015)


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	TRIO SSS flier

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	8.5 x 11 color flier

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Students that meet the requirements of SSS.  Traditional/nontraditional

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	Low income, first generation

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
On campus bulletin boards, Enrollment Svcs office, Trio office, used for outreach by enrollment, Trio staff

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	250 fliers x 4 images totaling $369.96
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	High Five Cat: postcard  (NEED ARTWORK PDF)

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	5x7 postcard part of campaign

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	
$147.77

	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	
1000
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Medical Assistant Campaign

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	4x6 Medical Assistant postcard – part of mini promo campaign that included postcard, program sheet, email, fb ads

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Targeted past CNA grads, med ass’t non-completers, med-coder grads and non-completers

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	
adults

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
Target mailing generated from Datatel contacts, facebook targets distilled from nat’l demo of med ass’t characteristics

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Medical Coding campaign

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	4x6 postcard - postcard – part of mini promo campaign that included postcard, program sheet, email, fb ads

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	
Same as med ass’t campaign

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
Same as med ass’t campagin

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Medical coding Campaign

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	Constant Contact

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Medical Assistant Campaign

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	Constant Contact

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Facebook ad_profile series

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	Blachkawk Profiles – Denise – this woman graduated a few years ago. We featured her in a TV spot and repurposed outtakes for Blackhawk Profile on our website. Created fb ad, linked to her profile

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	
Mostly adult women 30+

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
Mostly adult women 30+

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Facebook ad_auto show

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	SCC Auto Car Show

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Facebook ad_enroll

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	Degrees open doors

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Facebook ad_sholarship

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	Foundation scholarships, apply today

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Facebook ad_enroll

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	START

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Facebook ad_CBIZ

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	Truck driving

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Facebook ad_CBIZ

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	Options catalog

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Facebook ad_CBIZ

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	Kidtek classes

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Cbiz welding certificate campaign

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	5x7 postcard – included postcard, info flyer, facebook ads, newspaper ads (help wanted, front page footer)

For short-term non-credit training program launch

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Cbiz welding certificate campaign

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	8.5x11 color flier, 2 sided

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Cbiz welding certificate campaign

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	3.8x5 black white newspaper ad

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	



COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Cbiz welding certificate campaign

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	10x2 color newspaper strip

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Cbiz Kidtek summer youth tech camps

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	8.5x11 4 page color booklet, fb ads, ½ sheet flyer

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	
Mostly focused on STEM/tech careers with project –based, hands-on one week ½ day classes

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	

	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Cbiz Options catalog

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	Options catalog for non-credit classes

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	
General population

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	3 per year: fall, spring, summer


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
Saturation mailing to 60K households in our district and surrounding communities, Some also delivered to area businesses, employers


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
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COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	Cbiz postcard 

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	4x6 become a communications super hero

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	Business owners, managers, aspiring leaders

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	$59.47


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	


	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	1,000



[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	TV – On to Something series [on our youtube channel]

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	
TV series from 2013, features 6 alumni/employers age 19 – 55, transfer, career, adult retrainer, adult completer

	Intended Audience

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
Local cable access. Use demo data from past Interact Media Prefs data, cable viewing data, informal student surveys. Scheduled negotiated annually, spots & channels scheduled quarterly

	Total Cost
(All associated costs added together)
	


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
	
Annual TV budget $12k-ish


[image: ]
COMMUNICATIONS AUDIT FORM

Instructions: Reproduce this form for as many individual items as you have to review, fill in as much information as possible, and attach a printed copy or PDF to each item sent to be reviewed.

	Publication Name/Title
(Indicate a unique name or title)
	[bookmark: _GoBack]Radio – On To Something [About SCC/marketing/ for advertisers/ radio spots]

	Description
(Include physical characteristics, what its purpose is, and what goals it was intended to accomplish) 
	Most spots are general image ads with catchy yet relatable observations about how SCC is a great choice. 
Select spots include reg deadlines, near-term CTA

	http://www.scciowa.edu/scripts/information/radioads/radioadsdirectory.asp 

	Market
(Include all audiences that this item was intended to target. Examples: Traditional Students, Non-Traditional Students, Business Professionals, Lifelong Learners, or Other)
	
General audience – mostly target adults (potential students OR parents)

	Age Group
(Was this item intended for a specific age group? Indicate the range of ages that it targets.)
	

	Type of Student or
Other Audience
(Was this item intended to target a specific ethnicity, gender, and/or another special interest?)
	

	Other Factors
(Any other concerns for the item’s intended audience?)
	

	Timing

	Time of Year Produced
(Please indicate a month, season, or semester in which the item is typically produced each year, or what time it is usually needed.)
	


	Frequency of Each Issue
(If this item is produced and/or distributed more than once per year, indicate how frequently it is usually needed.)
	


	Costs (Per Issue)

	Staff Cost
(Estimate the total time in hours and internal costs that is spent each time you produce or distribute this item.)
	


	Production Cost
(Estimate the total time and external costs that must be spent each time you produce this item. Printing, duplication, etc.)
	


	Distribution Cost
(Estimate the total time and external costs that must be spent each time you distribute this item. Mail, transportation, etc.)
	


	Distribution Method(s)
(What is the usual way that this item is distributed to its intended audience? For example: mail, email, newsletter, newspaper, college website, internet advertisement, radio, podcast, broadcast television advertisement, subscription television advertisement, billboard, or other.)
	
We’re on every radio station in our district. Scheduled negotiated annually, 52-week presence, spots updated every 30 – 45 days, messages vary by season, new programs, spcl events, etc.

	Total Cost
(All associated costs added together)
	Annual radio budget $50k-ish


	Volume (Per Issue)

	Quantity Produced
(How many items are produced or how many people do you intend to reach each time the item is issued?
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