
Tip	  Sheet:	  Google	  Calendar	  
Below	  are	  tips	  for	  how	  to	  most	  effectively	  use	  the CSE Student Groups' Events	  

Google	  Calendar	  to	  promote	  your	  student	  group’s	  events.	  

1. Make	  event	  title	  short,	  catchy,	  and	  informative.
• DON’T	  DO	  THIS:	  “Google	  Lecture”
• DO	  THIS:	  “Engineering	  Lecture	  Hosted	  by	  Google”

2. Include	  the	  following	  information	  in	  the	  event	  description:
• When	  –	  Date	  AND	  time
• Where	  –	  Building	  AND	  room	  number
• What	  –	  Describe	  the	  event
• Who	  –	  Is	  the	  event	  open	  to	  all	  students?
• Why	  –	  Why	  should	  students	  be	  interested?	  What	  will	  they	  gain	  from 

attending	  the	  event?
• How	  –	  Do	  students	  need	  to	  RSVP	  to	  attend?	  If	  it’s	  an	  offf campus	  

event, is	  transportation	  provided?
• Contact	  information	  –	  Email	  or	  website	  where	  students	  can	  find 

more	  details	  or	  get	  questions	  answered

3. Feel	  free	  to	  attach	  flyer,	  handout	  or	  other	  materials	  in	  calendar	  event.

4. Proofread!	  Check	  for	  spelling	  errors	  and	  make	  sure	  all	  event	  details	  are 
correct.

5. Encourage	  members	  in	  your	  student	  group	  to	  add	  the	  event	  to	  their	  personal 
Google	  calendar.

6. Promote	  the	  event	  on	  your	  student	  group’s	  website	  and	  social	  media,	  make 
flyers	  to	  hang	  up,	  etc. 



Sample	  Google	  Calendar	  event:	  


