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Marketing Committee
Standard Operating Procedures

The Marketing Committee plays a vital role in generating excitement and visibility for the
symposium. Its primary mission is to attract attendees, build anticipation, and ensure the
event is well-publicized across various platforms. Through strategic promotion and
thoughtful engagement, the committee helps create a vibrant and welcoming atmosphere.
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To promote the symposium, increase attendance, and ensure consistent branding and
communication across all platforms.

Responsibilities:
1. Event Promotion
e Develop and implement marketing strategies.
e Create and distribute promotional materials (flyers, posters, digital graphics).
¢ Manage social media accounts (Instagram, Twitter, Facebook, etc.).

e Coordinate advertising campaigns (email blasts, department newsletters,
etc.).

2. Branding
e Ensure consistent branding across all communications and materials.
e Maintain visual identity (logos, color schemes, fonts).
3. Partnerships and Sponsorships
e ldentify and reach out to potential sponsors and partners.
e Collaborate with the fundraising committee to align messaging.
4. Swag and Promotional ltems
e Design and order swag items (e.g., tote bags, stickers, pens).
e Coordinate distribution before or during the event.
5. Speaker Appreciation
e Arrange special gifts or thank-you packages for invited speakers.
6. Feedback Collection
e Design and distribute post-event surveys.

e Analyze feedback to inform future marketing strategies.



