
EXHIBIT A 

 

2
Audience and Required Approvals

1
Purpose/Intent of Communication

Goal:  Increase the effectiveness of communications while reducing cost and effort.

Communications Center and its Advisory Committee will develop communications standards for the University and determine the types of communications that
need approval prior to distribution.  They will also develop service/quality/cost guidelines to select, optimize, and evaluate external vendors and internal services.

  Is there a clear purpose for the communication?  What is it?
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Seven Decision Elements Affecting Quality and Cost of Communications

3
Document Alternatives

4
Specialty and Complexity

5
Time Factors

6
Accessibility / Security

7
Cost / Service Levels

Who is the intended audience?  (students, faculty, staff, donors, parents, alumni,
patients, governments, corporations or foundations, potential students, recruited faculty
and students)

Depending on audience, approval may be required.
Create efficient work flow to expedite any required approval.

What are the alternatives for communicating the information?
Do you need to create a new document?  Can it be combined with other existing

publications?
Does it need to be printed or can it be made available electronically?
Can it be posted to the E-calendar?  An enhanced E-Calendar will provide users with

the ability to subscribe to communications by category (e.g., Yale Athletics) or interest
(e.g., politics, cell biology, football, Beethoven, etc).  Users would receive email
notifications for subscribed-to communications.

Does it invite/require a response (e.g., e-survey, e-form)?
What is the appropriate level of quality required?
Can existing templates be used to reduce design effort?

Is it a complex or specialized communication, such as a museum brochure?
Does it require use of Yale’s set of specialized vendors?

Life Span — how long will this information be useful / accurate?
Urgency — how quickly is it needed?
Frequency — how often is this information communicated?

Does the information need to be easily accessible?
Does it involve an underlying database or other specific issue?
Does it need to be secured and password protected?

Determine most cost-effective means for internal/external audience
If printing is necessary, determine minimum copies required
Use electronic distribution, if possible
Communication Center acts as print broker with internal service provider and

external vendors to obtain best price, quality and service.
Likely Outsourced Likely In-Sourced
labor intensive………………………………..technology intensive
high internal cost……………………………...….low internal cost
long lead time…………………………………..…..fast turnaround
commodity…………………………………..…...highly customized

Communications Center has experts to work with department staff throughout the decision-making process.
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DOCUMENT PLAN Decision Elements 1-6 produce the Document Plan.

Internal? External?

Printed?
Electronic?

Both

Both

DESIGN

PRODUCTION

DISTRIBUTION

Design templates are available to reduce time, effort and cost

Electronic delivery (e.g., web, email), non-profit mailing, on-demand printing
(centrally and distributive), post to Blackboard (e.g., student course
materials) or E-calendar
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Archive electronic and/or printed copy for future use/reference.

Decision Element 7 drives the methods of production and distribution.

Use of electronic media vs digital copier vs high-end presses, etc.

CONTENT Writers available to assist with content development


