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Partnered Delivery of RMIT Coursework Awards 

Marketing Checklist & Approval Form

For use for publications relating to RMIT University  partnership including ads, printed brochures, booklets, leaflets, and electronic publications. If the publication is intended for use in the country of delivery and in ‘third country markets’ (i.e. where partner institutions are recruiting for students in countries other than their own) this process shall still apply, but International must also be informed and consulted. 

Publication Title: __________________________________________________________ 
[image: image2.png]Recruitment period: from:     _______    to   ______
Audience: 
(   TAFE
(   Undergraduate
(   Postgraduate
(   Other

Format: 
(  Printed
(  Electronic

(   Other:


(tick appropriate boxes)
Partner name: _________________________________  Contact name:________________________
Contact email: 



 Phone:
Instructions


1. The Partnership Manager will coordinate the collection and distribution of marketing material for checking within RMIT University, and is responsible for authorising compliance with contractual obligations and any required government approvals as per the incorporated checklist. 

2. University Marketing and Communications: Check compliance with logo guidelines, university-level information and descriptions, and where necessary, provide any corrections / feedback to the Partnership Manager. Tick the appropriate authorisation boxes, sign the form and return to Partnership Manager. 
3. For College of Business only: Manager, International Development: Coordinate circulation within the College: College Marketing, Head of School’s authorised delegate and DPVC Business, International. Once final sign-off is received by DPVC Business, International, forward the documentation to the Partnership Manager.
4. College Marketing: Check College write ups, messages from PVC / Head of School and course descriptions. Where necessary, provide any corrections / feedback to the Partnership Manager. Tick the appropriate authorisation boxes, sign the form and return to Partnership Manager.
5. Head of School’s authorised delegate: Check staff listings, any program-specific content, and where necessary, provide any corrections / feedback to the Partnership Manager. Tick the appropriate authorisation boxes and sign the form, then return to Partnership Manager.

It is the Partnership Manager’s responsibility to ensure distribution of final sign-off and marketing materials internally and communicate the outcome of the process to the partner, with a cc to the relevant School /College. (In the case of the College of Business, to copy the Manager, International Development.)
1.
Checklist for Partnership Manager 

(
Advertised intake dates are covered within the terms of the contract

(
Government approval is valid for the advertised intakes  
(
Advertised delivery location(s) match location(s) specified in contract agreements

(
Advertised fees match agreed fees (if relevant)
(
Program map, entry requirements, delivery information is consistent with contract

(
Partner has obtained permission to use student profiles 
________________________________________ 
Date:   _________________________
Recommended (Signature or email confirmation*) 
Name:  __________________________________
Title:  _________________________
2. 
Checklist for University Marketing and Communications
· RMIT logo use is compliant with current RMIT University guidelines 
· Images are of appropriate quality. Images - copyright is held by RMIT / has been acknowledged

· RMIT write up and URLs are accurate
_____________________________________________    Date:   __________________________

Recommended (Signature or email confirmation)
Name:  ______________________________________
Title:  ____________________________
For marketing material that does not contain program-specific information that requires checking by the relevant School or College, the approval process is finalised at this point. A copy of the material is sent to the School and College Marketing office for their records.

3.
Checklist for College Marketing

· College write up is accurate

· Messages from PVC and/or Head of School are accurate

· Course descriptions are accurate
_____________________________________________    Date:   __________________________

Recommended (Signature or email confirmation)
Name:  ______________________________________
Title:  ____________________________
4. Checklist for Head of School or delegate 
· Staff listings and descriptions are accurate (if applicable)
· Program structure is accurate and consistent with delivery arrangements and any changes from current contracts have been endorsed
· Teaching and learning information including accreditation, graduate outcomes, etc is accurate.
· I confirm that I have been made aware of the requirements to update and/or to correct program and course details contained in this publication, where necessary.
· I confirm that the information contained in this publication is accurate.
· I agree to release this material to the offshore partner for production.


( Approved – authorisation to print 
(  subject to corrections  
(  no corrections required


_____________________________________________    Date:   __________________________

Recommended (Signature or email confirmation)
Name:  ______________________________________
Title:  ____________________________
The School understands that further updates and/or corrections may be made by University or College marketing units in matters of style or consistency with other publications. Minor alterations will not be returned to the School for authorisation. Substantial alterations may be referred back to the School for comment or clarification.
5.
Authorisation – DPVC, Business – International (College of Business only)
· I agree to release this material to the offshore partner for production

( Approved – authorisation to print 
(  subject to corrections  
(  no corrections required

_____________________________________________    Date:   __________________________
Recommended (Signature or email confirmation)
Name:  ______________________________________
Title:  ___________________________
Not approved (reason)  ____________________________________________________________
Authority to Print Form





Authority to Print Form
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