Communications Working Group Minutes
Meeting 11.am 30th April 2008   

Present: Paul, Anna, Sue, Mark 

Oblong Publicity 

We now have a fund of £1500 to spend on publicity for Oblong. The funding is for promoting ourselves to the local community which is Little London, Burley and Hyde Park . We have got to use the money within the next two months.
 

This can include printing, displays etc.
 

Anna brought examples of Oblong’s past publicity and publicity from various community centres.

 
We are going to have a general leaflet which contains a summary of information about Oblong. It should be simple and straightforward to read. Opening times and other information which can change can be printed on an insert. We discussed both the possibility of printing it using the new black and white printer and having a full colour leaflet. This would be A4 folded into three. We would prefer a colour leaflet. Several designs will be submitted to the next meeting and later to the Oblong Assembly, for members to chose which one they like best.

 
There will be ‘members pack’ of more detailed information which can go to people who come to Oblong to enquire about membership or using the centre. This could consist of a folder and various information leaflets which can be placed inside. Leaflets to go in could be produced by us, for example using the photocopier or black and white printer. A template design will be created. These can easily be updated for the future. We can put different information inside according the needs of whoever wants the pack or give people one leaflet if there is specific information they want to read. We can get a quote for printing the folder with an Oblong logo and a generic design which could be used for various purposes. We discussed what size it would be but this depends on how much it is going to cost.

 
Some subjects for these leaflets could be:
 

· Member projects

· Individual members

· Working groups

· Volunteers

· Resources

· Office space

· Room hire

· Opening Times

· Price list

· What’s on 

If we produced these leaflets on A5 paper we would need a guillotine.
 

We could also get letterheads and compliments slips printed.
 

Tasks to do:
 

· Design Work: Sue

· Quotes for printing: Anna will gets quotes from Footprint and Zebra (print broker).

· Writing the leaflet and thinking of words to go on the tree design: Mark and Paul. 

Other subjects to discuss 

We are considering having an Oblong Community events noticeboard to go outside Oblong.
 

The art students are still designing the interactive room. They are exhibiting their work at the College of Art and Design on the 6th May. Afterwards we can choose whatever artwork we want to use at Oblong.
 

Mark will organize setting up a working groups page on the Oblong website which will contain the minutes of the meetings for each one instead of e-mailing the minutes out to everybody. He will e-mail people to let them know.
 

We discussed the difficulty of getting people to pay for membership and printing and suggestions were put forward that we could ensure each person was a member before giving them a password for the computers, advertising that people can pay membership by installments and having an honesty box by the printers.
 

We discussed the newsletter. Suzi needs some help with writing it. Anna has suggested another volunteer who might be willing to help.
 

All the working groups now have their own email addresses.
 

Next meeting: Tuesday 13th May, 11.00am.

