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Communications Procedures 2026


This document outlines the procedures for requesting promotional and communications support from the Marketing & Communications department. These procedures ensure that communications are timely, consistent with brand standards, and distributed effectively across council channels.

All staff and volunteers requesting promotional support are expected to follow the timelines and submission requirements outlined below.

Planning ExpectationsStep 1: Submit Request

Provide all required information, including:

· Purpose and audience
· Event or program details
· Date, time, and location
· Registration or website link
· Key message and image (if available)

Requests should follow the planning timelines outlined above.

Step 2: Review & Clarification

The Marketing & Communications team will review the request and follow up if additional information is needed.

Incomplete or late submissions may be delayed.

Step 3: Development

Content, graphics, or webpages are created as needed.

For larger projects (such as website page creation), a planning meeting may be scheduled.

Step 4: Distribution

Approved materials are published through the appropriate communication channels.


Note: Submitting requests early allows for stronger and more consistent promotion across multiple channels.
COMMUNICATIONS REQUEST PROCESS

Effective communication requires advance planning. Each communication channel has specific timelines to allow for content development, design, review, and scheduling.
Minimum Planning Timelines

	Communication Type
	Minimum Advance Notice

	Event Registration Set Up
	90 days before event

	Web Page Creation
	30 days

	Graphic Design (Print Materials)
	3 weeks

	Graphic Design (Mailers)
	2 weeks

	Event Flyers
	1 week

	Website Updates
	2 business days

	Social Media Content
	1st business day of the month

	Council Newsletter
	1st or 15th business day (depending on issue)

	District Newsletter
	At least 5 business days prior to distribution


Planning Guidelines
· Requests should be submitted as early as possible to allow for stronger promotion and inclusion across multiple channels.
· Requests submitted after the stated deadlines may be delayed or moved to a later communication cycle.
· Requests must include all required information to be processed. Incomplete submissions may be returned for revision.



Promotional Communication Procedures
For desired promotional items – follow all procedures below
*Please note ALL items are subject to approval

	Category
	Purpose
	Primary Contact
	Notice/ Deadline
	Required Information
	Resources/ Tools
	Notes/ Instructions

	Calendar Event Registrations
	Create and manage registration pages for all events and programs.
	Council Events:

Krista Katsirebas

Krista.katsirebas@scouting.org
District Events:
Jessica Blazek
Jessica.blazek@scouting.org

	Requests must be submitted 90 days prior to the event date.
	· Audience and purpose
· Event description
· Date(s) and time
· Location or virtual platform
· Registration cost
· District (if applicable)
· Contact information for questions
· Registration link (if created)
· Images or graphics may also be included if available.
	Black Pug Event Registration System

Brand Guidelines
	Requestors are encouraged to have a colleague review event details prior to submission to ensure accuracy.

Submitting event details earlier increases the likelihood that the event can be promoted across multiple communication channels. District event registrations should be coordinated with the council calendar to avoid scheduling conflicts.

	Council
Newsletter
	Promote upcoming events, share council-wide announcements, and highlight key deadlines and opportunities for members.
	Katie Day

Katie.day@scouting.org
	To be included in the Mid-Month Newsletter, submissions must be received by the 1st business day of the month. To be included in the Start-of-Month Newsletter, submissions must be received by the 15th business day of the month.

*If deadline is missed, your item will be considered for the next newsletter

*Exceptions for urgent matters / events may apply
	· Audience & Purpose
· Brief event or program description
· Key Details
· Who is involved/invited?
· What is this event/program, etc?
· Location
· Date(s) of Event or Program
· Time
· District (if not GCC-wide)
· Applicable Link(s)
· Desired infographic, picture, or design if applicable

	
	Staff are encouraged to have a colleague review submissions prior to sending.

Newsletter blurbs should remain concise. Recommended maximum length is 40 words. Late submissions may be moved to the next issue.



	District Newsletter
	Provide district-specific updates, announcements, and event information to local volunteers and families.
	Alberto Rodriguez
	District newsletters are typically distributed during the 2nd or 4th week of the month to avoid overlapping with council newsletter distribution.
	· District updates
· Upcoming events
· Key announcements
· Relevant links
· See Council Newsletter Required Information
	
	Newsletter drafts should be reviewed by a colleague prior to distribution.

Content should focus on district-level updates and avoid duplicating council communications where possible.

	Social Media
(Scouting Colorado Accounts)
	Promote events, highlight achievements, and share timely updates with the council’s online audience.
	Katie Day
	Content must be submitted by the 1st business day of the month to be included in that month’s social media schedule.
	· Short caption (1–2 sentences)
· Event or program details
· Applicable link
· Image or graphic if available
· Idea if unavailable
· Indicate whether the request is for a feed post or story
	Staff: Email or drop into SharePoint

Volunteers: Email or link
	Posts may be reviewed internally prior to scheduling.

Social media posts are scheduled monthly. Additional posts may be accommodated if scheduling capacity allows.

	Website
(Updates and Page Creation)
	Maintain accurate and up-to-date information on existing website pages through minor edits and content changes.

Develop new website pages to support programs, events, or initiatives requiring dedicated content and structure.
	Katie Day
	Requests for updates should be submitted at least 2 business days prior to the desired posting date.

Requests for new pages should be submitted at least 30 days prior to the desired launch date. *Meeting set with Katie is preferred*
	· Updates
· Website page link (if applicable)
· Revised wording or content updates
· Event details
· Any relevant links or images
· New pages
· Purpose of the page
· Target audience
· Full content draft (or detailed outline)
· Key messaging
· Images or graphics
· Any required links or forms
	Brand Guidelines
	Departments are encouraged to review content internally before submitting requests.

Website page creation requires advance planning and collaboration. Requests without sufficient lead time or content may be delayed. Early submission allows for stronger design, messaging, and promotion. A planning meeting is requested to review goals, content, and structure prior to development. Draft pages may be shared for feedback before publication.




	Graphic Design
	Develop branded visual materials to support event promotion and communications efforts.
	Katie Day
	Requests must be submitted 3 weeks prior to the printing date to allow time for design and revisions. 

Mailer designs must be submitted 2 weeks prior to the send date.

	· Audience and purpose
· Finalized wording
· Event details
· Dimensions or size requirements
· Intended format (digital or print)
· Any images or graphics to be included
	Brand Guidelines
	Draft designs will be returned for review and approval prior to final production.

If content changes are required after design has been completed, the updated materials must be resubmitted at least 2 business days prior to distribution.

	Event Flyers
	Create or distribute flyers to promote upcoming events and programs.
	Event Flyer: Katie Day
or
Create Your Own: Refer to Flyer Checklist, Brand Guidelines, & Canva
	Requests should be submitted at least 1 week prior to the intended distribution date.
Create Your Own: refer to flyer checklist (in the Brand Guidelines)
	· Event description
· Audience
· Date
· Time
· Location
· District (if applicable)
· Brief wording summarizing the event
· Images or graphics should be included if available
	Brand Guidelines: Flyer Checklist

Coming soon: Brand Center

	Flyers created internally should be reviewed by a colleague prior to distribution.

Flyer wording should remain concise. Recommended maximum length is approximately 40 words. All flyers must follow council brand guidelines.

	Miscellaneous

	Address communications needs that do not fall within the categories listed above.
	Katie Day


	Timeline varies depending on the nature of the request.
	· Description of the request
· Intended audience
· Purpose
· Desired timeline
· Flexibility to work with specific request
	
	Requests that do not fall within the categories above should be directed to the primary contact for guidance.





Comms Procedures Revision Overview (revisions submitted March 2026)

This document was originally created by Emily McGowan in June 2023 and updated in April 2024. Since that time, the only modification has been a staff name change from Emily McGowan to Katie Day. No substantive procedural updates have been made.

Given staffing transitions, workflow changes, and recurring inconsistencies in execution, a comprehensive review and revision of this document is necessary. Several roles referenced are no longer accurate, and responsibilities require clarification and reassignment where applicable.

Additionally, while portions of the current procedures remain functional, they are not consistently followed. In many cases, this appears to stem from a lack of awareness of the document’s existence, unclear expectations, or insufficient communication of deadlines and requirements.

Calendar Event Registrations
· Staffing updates required (retirements, position changes, role clarity).
· Clarification needed regarding Black Pug system access and responsibilities. We were still using DoubleKnot the last time this document was updated.
GCC Newsletter
· Submission timelines frequently not followed. Drafts often receive day-of or late submissions.
· Content submissions commonly lack required information.
District Newsletter
· Inconsistent distribution dates (ranging approximately the 22nd–27th).
· High unsubscribe rates.
· Volunteer feedback indicates concerns about length, tone, and relevance.
Social Media
· Timeline procedures not consistently followed, though impact is minimal.
· Posting frequency averages twice weekly; capacity exists for and welcomes more.
Website
· Current category of “edits” is too broad and should be segmented.
· Routine wording changes function well when procedures are followed.
· Landing page creation requires earlier notice and clearer planning documentation.
Graphic Design
· Procedures not always followed. 
· Not a bad system, not a great one. 
· Running into this less often than other categories.
Event Flyers
· Procedures are generally effective.
· Lack of firm deadlines and clear direction from requestors creates delays.

Options:
· Recreate the document from scratch to reflect current realities, streamline workflows, and improve clarity.
· Update the existing document with staffing corrections, refined timelines, and stronger procedural expectations.
Non-compliance appears less related to resistance and more related to insufficient awareness and inconsistent enforcement. A key component of this revision must include determining how updated procedures will be clearly communicated to staff, volunteers, and any individuals who rely on promotional support processes.


Changes Made (April 2026)

Notable Additions:
•  Added Purpose statement at the beginning of the document to clarify the role of Marketing & Communications and expectations for promotional support. 
•  Added Planning Expectations & Communications Request Process section to outline timelines, required information, and overall workflow. 
•  Introduced a standardized “Purpose” column across all categories to clarify the intended use of each communication channel. 
•  Expanded the Website category to distinguish between: 
· Website Updates (minor edits) 
· Website Page Creation (new pages requiring planning, content development, and collaboration) 
•  Established minimum planning timelines across all communication types, including the addition of District Newsletter timelines.

Structural & Organizational Updates
· Reorganized the document to lead with process and expectations, followed by detailed category procedures. 
· Standardized table columns across all categories for consistency: 
· Category 
· Purpose 
· Primary Contact 
· Timeline / Deadline 
· Required Information 
· Resources / Tools 
· Notes / Instructions 

Content & Clarity Improvements
· Updated language throughout to reflect current staffing and roles.
· Refined and standardized timelines and deadlines to improve consistency and enforceability.
· Simplified and clarified instructions to ensure procedures are easier to understand and follow.
· Added clearer expectations around advance planning, completeness of submissions, and review processes.

Process Improvements
· Defined a clear, simplified communications request workflow (Submit → Review → Development → Distribution).
· Reinforced expectations that:
· Requests must include all required information
· Late submissions may be delayed
· Early submissions allow for stronger promotion
· Added guidance for collaboration and review, including planning meetings for larger projects (e.g., website page creation).
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