
Rena Kay Buchanan, Instructor

Pulaski County Adult Education and Literacy Program

Do you . . .

Check those that apply.

	· 
	1) Add signage at the entrance of the street to adult education center as well as building signage?

	· 
	2) Advertise in specialty or trade magazines?

	· 
	3) Advertise in the “Yellow Pages”?

	· 
	4) Appear at events such as open houses and network with those who are there? 

	· 
	5) Appear on the radio, TV, and movie theater ads? 

	· 
	6) Ask agencies/organizations that publish newsletters to include information about adult education?

	· 
	7) Ask banks (or other businesses) to donate to pay for students’ GED® Tests?

	· 
	8) Ask banks to include a flyer as an insert with bank statements?

	· 
	9) Ask for class and instructor evaluations and try some of the recommendations?

	· 
	10) Ask to put flyers at BINGO places?

	· 
	11) Ask to put signs, announcements, flyers, etc. on bulletin boards at places that have them for community use? 

	· 
	12) Budget and purchase promotional items such as pens/pencils, notepads, key chains, rulers, etc. with name of program and phone number?

	· 
	13) Contact and encourage businesses to take advantage of workplace training?

	· 
	14) Contact and make arrangements to speak at Rotary, Lions, Kiwanis, BPW Clubs, etc.?

	· 
	15) Create an annual student award and publicize it?

	· 
	16) Design letterhead and envelope for the adult education program?  Make copies or have printed?

	· 
	17) Display a collection of brochures, flyers, etc. in the ad education center’s reception area?

	· 
	18) Get “testimonials” from former or current students?

	· 
	19) Get notepads printed with adult education contact information in the letterhead? 

	· 
	20) Have a bulletin board in the reception area for announcements, news, schedules, etc.?

	· 
	21) Have a digital camera and take pictures frequently to use in your publications?

	· 
	22) Have a nametag or pin for each staff member with the program’s name?

	· 
	23) Have a slogan and use it in all communications—letterheads, business cards, envelopes, and marketing items?

	· 
	24) Have a speech outline with a background of adult education and the services provided by adult education?

	· 
	25) Have a Web page?

	· 
	26) Have and pass out business cards?

	· 
	27) Have information put on banks’ and other businesses’ marquees?

	· 
	28) Have outreach programs?

	· 
	29) Have phone stickers preprinted with contact information?

	· 
	30) Have Rolodex® cards printed with adult education contact information?

	· 
	31) Hold an “open house” yearly?

	· 
	32) Include a “signature line” to use for all e-mail messages?

	· 
	33) Include advertising in high schools sports programs at tournament time?

	· 
	34) Include schedules of classes, events, activities, etc. in newspapers’  “Community Calendars” and on free cable community announcements?

	· 
	35) Include URL and e-mail address on all marketing materials? 

	· 
	36) Join local organizations, such as Chamber of Commerce and civic organizations?

	· 
	37) Keep scrapbooks and display at special events?

	· 
	38) List core services and brief explanation, staff information, schedules, etc. on Web page?

	· 
	39) Mail informational materials/brochures to local civic/business organizations?

	· 
	40) Make “recipe” cards with a “catchy” title selling adult education?

	· 
	41) Make a “marketing kit” and include such things as business cards, list of staff and their biographies, list of services, program information, testimonials, evaluation results, awards information, program facts and figures, etc.? 

	· 
	42) Make a “What’s Happening” flyer or do a monthly calendar of events, classes, workshops, etc.?

	· 
	43) Make a library card and envelope advertisement that contains adult education information and list of services?

	· 
	44) Make a marketing plan?

	· 
	45) Make a prescription pad advertisement/handout with adult education services listed?

	· 
	46) Make a publicity photo and use with news releases and stories? 

	· 
	47) Make or have made bookmarks with adult education services listed?

	· 
	48) Make use of public service announcement on the radio and the local TV cable station? 

	· 
	49) Offer and customize training sessions, classes, workshops, and seminars for interested organizations and businesses?

	· 
	50) Offer to give a speech or presentation for a career day, job fair, or school, PTA, etc.?

	· 
	51) Participate in back-to-school activities to inform parents of adult education’s free services?

	· 
	52) Participate in interagency council and one-stop committees and meetings?

	· 
	53) Partner and work with Head Start and Family Resource and Youth Service Centers?

	· 
	54) Partner with agencies and others:  Department of Employment, Experience Works, Health Department, Office of Rehab, Public Library and Branches, Extension Office, etc.?

	· 
	55) Prepare and send program information to banks, churches, and real estate offices?

	· 
	56) Prepare inserts and ask at retail businesses to place in shopping bags?

	· 
	57) Promote “goodwill” by issuing certificates of attendance or completion for attending all sessions of a class/training?

	· 
	58) Provide adult education material at the school system’s central office?

	· 
	59) Provide placemats with adult education information and ask restaurants to use them?

	· 
	60) Provide satellite locations for GED preparation classes?

	· 
	61) Publish an article, column, and/or ad in specialty magazines/publications?

	· 
	62) Send “thank you” messages to those with whom you partner, give you referrals, network with you, etc.?

	· 
	63) Serve on a board or advisory committees, such as a bank economic advisory council?

	· 
	64) Set up a booth a job fairs and other types of fair/trade shows? 

	· 
	65) Set up a booth at McDonald’s during the “Prove Yourself – Get Your GED!” campaign?

	· 
	66) Take flyers, newsletters, and brochures to schools’ reception desks as well as FRYSC reception areas?

	· 
	67) Train the staff and students to promote referrals.  Involve the entire staff with the responsibility of “spreading the word” about adult education and its free services?

	· 
	68) Try new ideas/techniques to generate interest in the adult education program?

	· 
	69) Use a map and/or building center picture in advertising materials?

	· 
	70) Use a questionnaire to learn how participants found out about the adult education program?

	· 
	71) Use a variety of recruitment and advertising materials to inform the community/public?

	· 
	72) Use desktop publishing software and take advantage of the templates?

	· 
	73) Use every available contact to exchange information that will make program known in the community and workforce?

	· 
	74) Use good quality stationery, paper, envelopes, etc?

	· 
	75) Use personal contacts and network? 

	· 
	76) Use program/class evaluation forms and convey the results in ads/articles/surveys?

	· 
	77) Use specialty paper:  bordered, color, and weight?

	· 
	78) Use the Internet to get a variety of clip art for advertising/flyers/brochures, etc.?

	· 
	79) Use the local newspaper classified ads (services) section?

	· 
	80) Volunteer to serve on committees?

	· 
	81) Work with restaurants to place advertising tents on tables?

	· 
	82) Write a letter to the editor about the success of adult education and its services?

	· 
	83) Write an ad geared toward non-English market?  

	· 
	84) Write an article about the history of the adult education program in your area?  Interview a long-time instructor who can give a first-hand program growth and progress? 

	· 
	85) Write and distribute a “How to or Did You Know” booklet/handouts with a “Compliments of . . . .” notation?

	· 
	86) Write and distribute a monthly newsletter?

	· 
	87) Write and submit a monthly column for the local newspaper?

	· 
	88) Write news releases and have them published in local newspapers?

	· 
	89) Write, format, and distribute educational/teaching “how to” handouts at meetings, job fairs, agencies, etc?

	· 
	90) DO YOU MAKE AND TAKE OPPORTUNITIES TO MARKET ADULT EDUCATION?
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