MU CHECKLIST
Milligan University Name Change

[bookmark: _GoBack]Task Tracker: This worksheet will help academic and administrative units, faculty, and staff to manage and track their work on Name Change-related tasks. The worksheet is pre-populated with some of the items that every department and/or individual must manage. 

	Important Notes:
	OK
	NOT OK

	· Still acceptable: Milligan wordmark, Brutus (buffalo head) 			
· Don’t use after June 1: MC cross logo (or anything with word “college”), Block M logo, ECS logo
· Our city address will change from Milligan College to just Milligan, i.e. PO Box 500, Milligan, TN 37682 
· All other contact information – phone numbers, email addresses, and websites – will remain the same
· An official brand and style guide with details on the new logos will be issued in June
· Questions? Email marketing@milligan.edu 
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	Department – Name Change Tasks (School, Area, Program, Office)

	Date 
	Task
	Notes

	Done 6/1
	www.milligan.edu
	Do nothing. PR & Marketing staff managing.

	
	Social Media
	Update all official social media accounts by June 5. 
· Omit “college” from social handles
· Change to “university” when appropriate
· Update about/descriptions
Please contact PR@milligan.edu to share the new handle, username, password, and email associated with all accounts used for or representing Milligan. This is an important security measure.

	
	Letterhead, Envelopes, Notecards
	New letterhead and envelopes will be available in the Bookstore by mid-summer. The Milligan wordmark letterhead is still acceptable and should be used until expended. See the list on page 1 for what is no longer acceptable.

	Done
	External Vendors, Partners -- Invoices, Statements, Purchase Orders, etc. 
	Do nothing. The Business Office will notify existing vendors, partners, or any contractual relationships for which the institutional name must be changed.

	
	Listings, References, Memberships, Registrations
	Provide updated information to any associations or organizations to which your unit belongs. If needed, use downloadable sample letter and edit as appropriate to notify organizations of the name change.

	
	“Printed” Policies and Procedures and Forms
	Update as appropriate 

	
	Internal forms, surveys, Google Documents, school/area/program documents
	Update as appropriate

	
	Clothing, Uniforms
	If you or your unit has branded clothing, please confer with your VP and marketing@milligan.edu to determine if/when to replace. The Milligan wordmark will still be acceptable, as is Brutus (buffalo head). See the list on page 1 for what is no longer acceptable for official use (personal use is your choice). Please plan to phase out other branded items over the next year as budget allows. While on official business, please dress in new logo apparel.
All orders must be placed through the PR & Marketing Office OR the Milligan Bookstore.  

	
	Promotional materials
	Complete the design request form at www.milligan.edu/PR to coordinate the update of all pertinent promotional materials used by your unit. The Milligan wordmark will still be acceptable. See the list on page 1 for what is no longer acceptable.

	
	Signage
	Complete the design request form at www.milligan.edu/PR to coordinate the update of campus signage used by your unit. The Milligan wordmark will still be acceptable. See the list on page 1 for what is no longer acceptable. 

	
	
	



	Individual – Name Change Tasks

	Date 
	Task
	Notes

	
	Parking sticker
	Update your parking sticker later this summer. Details TBA.

	
	ID Card
	Update your ID card by visiting Information Technology in the Student Center during regular business hours after June 1.

	
	Email Signature
	We will be providing a standard signature line later this summer. For now, please change the signature on your email to reflect “Milligan University” effective June 1, 2020. (ECS@Milligan – no change)
To make this change in Outlook: Click File > Options > Mail > Signatures. Click the signature you want to edit, and then make your changes in the Edit signature box. When done, select Save > OK. If you need help, contact IT.

	
	Email - Out of Office Notification
	Please change the signature on your email to reflect “Milligan University” (if used) effective June 1, 2020.  (ECS@Milligan – no change)
To make this change in Outlook: Click File > Info > Automatic Replies. Edit both “Inside My Organization” and “Outside My Organization.” When you’re done, select “Do not send” or “Send” and select OK. If you need help, contact IT.

	
	Voicemail
	Update your greeting and/or out of office voicemail to reflect “Milligan University” (if used). Download a PDF set of directions for how to change your voicemail.  (ECS@Milligan – no change)

	
	Business Cards, Name Tags
	If you have Milligan business cards with the wordmark, continue using until expended. If you have MC cross logo, block M athletic logo, or Emmanuel cross logo business cards, please order new cards IF you use them (not required).
Complete the request form at www.milligan.edu/PR to order new business cards and name tags. You need your VP or Associate Dean approval and an account number to order. 
We will do one collective order mid-summer. The first delivery of new business cards and name tags will arrive on campus before August 15. If your need is more urgent, please contact marketing@milligan.edu to discuss. 

	
	Personal social media accounts
	As an employee of Milligan, you may have Milligan College listed as your employer or as an affiliation. We encourage you to take a few moments on or after June 1, 2020, to update your information, as appropriate. We also encourage you to use one of the new frames available at www.facebook.com/milliganuniversity with your profile photo. 
Updated Milligan social media accounts:
· Facebook: www.facebook.com/milliganuniversity 
· Instagram:  www.instagram.com/milliganuniversity
· Twitter: @Milligan_univ 
· YouTube:  www.youtube.com/c/milliganuniversity 
· LinkedIn: TBA

	
	Individual Listings, References, Memberships, Registrations
	Provide updated information to any associations or organizations to which you belong. If needed, use the downloadable sample letter and edit as appropriate to notify organizations of the name change.

	
	Course syllabi
	Update as appropriate

	
	Presentations, powerpoints
	Update as appropriate. A new powerpoint template will be provided mid-summer for any official presentations.
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