NOTE: These guidelines are only for members of the campus community with access to the UM event publishing system. Those who do not have a UM event publishing system account can use the online form at http://www.umt.edu/calsubmit or e-mail calendar@umontana.edu to submit requests for items to be included on the UM Events Calendar. 

Guidelines for Submitting Events for Promotion to the UM Events Calendar
When requesting that events be promoted to the UM Events Calendar, keep in mind that the calendar has a much larger audience than users on the UM campuses. People from Missoula, the surrounding area, the state, the nation and even throughout the world, including prospective students and their families, seek information about events that are included on the calendar.

Before asking for an event to be promoted to the UM Events Calendar:

(1) Check to be sure the event is not already entered on the UM Events Calendar at http://events.umt.edu.

(2) Check to be sure the event meets the UM Events Calendar Policy, which is online at http://www.umt.edu/Policies/600-PublicRelations/Calendar%20Events.aspx.

(3) Use concise language to describe your event. Please do not use exclamation marks in your descriptions. For examples, see items already entered on the UM Events Calendar (http://events.umt.edu), or e-mail brenda.day@umontana.edu or cary.shimek@umontana.edu if you have questions about wording for your entry.
So that your events will be consistent with the UM Events Calendar format, please:

-- Include a URL for more information, if available, and use the http:// protocol before the URL (example: http://www.umt.edu).

-- If the event is free and open to the public, note that in the Description Section as follows: Free and open to the public.
-- Include cost in the Additional Information section if the event is not free and open to the public. Also include ticket prices, if relevant, and be sure to include information about where to purchase tickets – at the door, by calling (phone number with area code: 406-243-2522), at a box office (Theatre & Dance Box Office, PAR/TV Center), online (http://www.griztix.com).
-- Always supply Contact Information – Name, phone number and e-mail address. All phone numbers should be entered with the area code (example: 406-243-2522). This is important so that people can call for more information if needed.
-- For on-campus locations, use the UM Events Calendar dropdowns for consistency. Remember that people who are not familiar with campus will be using the calendar to learn about events, so we need to use official UM building names (See UM Style Guide at http://www.umt.edu/urelations/style.) A map of UM buildings is online at http://map.umt.edu.
-- Provide addresses for locations of events held off campus.

If you have questions about these guidelines, e-mail brenda.day@umontana.edu or cary.shimek@umontana.edu.
