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Options for Ongoing Support Services
25th Hour Communications proposes to implement the communications plan and provide support services on an ongoing 
basis.
 

DELIVERABLE 1: Data and Message Segmentation: COMPLETED
Recommend a model for segmentation of member data within the database by job code and demographic data and a 
process for segmenting messaging at the point of distribution. ACCCA Team will implement the plan that 25th Hour 
creates. 

● Progress Update: ACCCA membership reports now include segmentation data: Job Code, Area, Region, College, 
District, and Years of Membership. In addition, as programs are created and offered, they will go through an intake 
process where a designation will be added to the member profile to further segment audience. Member reports 
are regularly reviewed and further segmentation recommendations are ongoing.

DELIVERABLE 2: Recruitment & Retention Processes: IN PROGRESS
Establish a communications outline to support the network of Regional Membership Directors in their new elevated roles 
as managers of the Campus Reps. A standard communication plan and a C-Rep recruitment pathway will need to be in 
place to support their work including frequency and nature of regular contacts to their reps and tools/templates for 
conveying information for campus distribution. 

● Progress Update: 25th Hour has engaged with the RMC group, playing a key role in marketing upcoming 
regional meetings and events. 25th Hour has initiated an information request to advance the ongoing review and 
recommendations for recruitment collateral. Moreover, a comprehensive audit of Campus Rep collateral, Member 
Pitch, and RMC Onboarding documents has started and the reporting deadline is January 31. 

DELIVERABLE 3: Recruitment Collateral: IN PROGRESS
Using new branding that coordinates with the revised PD branding, 25th Hour will review and replace existing member 
recruitment and benefit collateral pieces and create new collateral for recruitment purposes.  Team 25th Hour will work 
with staff to link all recruitment tools to the website for easy access by recruiters, and final products will include both print, 
electronic and social media formats.

● Progress Update: As the recruitment and retention processes are being analyzed, 25th Hour is additionally 
making recommendations to update design and content. Moreover, a comprehensive audit of Campus Rep 
collateral, Member Pitch, and RMC Onboarding documents has started and the reporting deadline is January 31. 

DELIVERABLE 4: Communicate DEIA Work in ACCCA: ONGOING
Ensure that the Communication Plan reflects ACCCA's brand integrated into ongoing DEIA efforts as outlined in the 
approved Equity Statement, and that sufficient continuous oversight processes exist to maintain that standard in 
member/external communications.

● Progress Update: Program Narratives, Branding, and Naming were reviewed  for more inclusive language 
opportunities. As SJCA ramps up, a crucial review of proposed program content will be initiated, emphasizing the 
necessity for intentional messaging and planning as the institute is created.
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DELIVERABLE 5: Member Enrollment/Payment Process: COMPLETED
Review and assess the current workflow and templates related to the intake and transition of new membership including 
activating a 1st year communication plan. 

● Progress Update: Work underway by ACCCA staff, review with Comms team at October meeting. ACCCA 
documented the 1st Year Experience and proposed communication frequency to new members in the first year.

DELIVERABLE 6: Volunteer Recruitment/Onboarding: IN PROGRESS
Review, assess and formalize the onboarding of new volunteers from the point of entry, to vetting/selection for 
assignments and ongoing connection. Focus on communications and templates. 

● Progress Update: Once the ACCCA Member Pitch and Campus Rep materials are completed., Volunteer and 
Onboarding documents will be optimized to align with association-wide outreach and recruitment.

DELIVERABLE 7: NOT YET STARTED (see last page of report)

DELIVERABLE 8: Program Application/Selection Process: IN PROGRESS
Review and assess existing processes related to the application process for ACCCA programs. This includes assessing 
existing templates [application forms, acceptance or denial and follow up communications], as well as a standardization of 
vetting and selection criteria and processes. 

● Progress Update: In the coming weeks, a comprehensive review will be undertaken, spanning from 12/15 to 1/31, 
with a targeted focus on evaluating existing processes related to the application process for ACCCA programs. This 
will include an assessment of existing templates, including application forms, acceptance or denial 
communications, and follow-up correspondence. 25th Hour will also be reviewing the standardization of vetting 
and selection criteria and processes. 

DELIVERABLE 9: Program Evaluations: IN PROGRESS
Review and assess the current program evaluation process to track program/event engagement and effectiveness data on 
a year to year basis. 

● Progress Update: The review of the current program evaluation process will run from 12/15 to 1/31. This review 
involves tracking program satisfaction, methods of communication, event engagement, and assessing overall 
effectiveness.

DELIVERABLE 10: P.D. Branding and Program Narratives: COMPLETED
Create original branding and revise program profile narratives for ACCCA PD and each of the core programs 
within the current portfolio. 

● Progress Update: Mid-September, the Program Narrative (program one-pagers) design template was delivered 
to ACCCA followed by a newly branded deck for Professional Development presentations. On November 13th, a 
comprehensive branding package, including the updated Program Guide and Program Narrative, Program Lead 
social templates, and Brand guide, was delivered, featuring crucial 002 naming updates. 
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DELIVERABLE 11: NOT YET STARTED (see last page of report) 

DELIVERABLE 12: NOT YET STARTED (see last page of report) 

DELIVERABLE 13: Calendar Alignment and Establishing/documenting a 12-month Communications Calendar:  
COMPLETED
Based on a review of the timing of key communications for events, campaigns and program promotion patterns, the 25th 
Hour Team will compare ACCCA communications with the typical college administrators calendar [both traditional and 
compressed calendars] and those of other major organizations; to align ACCCA communications appropriately. 

● Project Update: 25th Hour worked to compile a calendar of system-wide key dates for CCCs to better position 
ACCCA programming and communications for optimized attendance. 25th Hour presented a comprehensive 
review to the team on 11/16, solidifying a well-structured and accurate calendar by mid-December.

DELIVERABLE 14: NOT YET STARTED (see last page of report) 

DELIVERABLE 15: NOT YET STARTED (see last page of report) 

DELIVERABLE 16: Contract Management: 
Calendar a recurring check-in meeting between the ED and 25th Hour primary contact to chart progress. Establish a 
shared timeline and task tracking tool that indicates leads from both teams [ACCCA and 25th Hour] for each task, and an 
estimated date for delivery. Establish a reporting protocol or template that can be updated and delivered to the ED in 
advance of Exec and Board meetings.

● Project Update: 
○ ACCCA and 25th Hour meet weekly.
○ 25th Hour serves on CMC and RMC committees
○ 25th Hour presents as needed to committees, groups, and the board.
○ 25th Hour is committed to SJCA branding and promotion and communications as it is created and grows. 
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NOT YET STARTED:

DELIVERABLE 7: Annual Report to the Members: 
Design a template for the Annual Report of the Association including a timeline and messaging for segmented 
distribution across stakeholders. 

DELIVERABLE 11: Promote/Market ACCCA Regional Events: 
Once established by the RMC, create branding promotions for 4 campus-based events [Regional Events] in 2023-24 as 
member recruitment/celebration/networking and learning opportunities. 

DELIVERABLE 12: Communications for ACCCA-PAC Relaunch: 
Following the work of the CFLA to restructure ACCCA’s PAC, and depending on that outcome, if warranted the Team 
will create promotions and marketing related to a relaunch of ACCCA-PAC. 

DELIVERABLE 14: Raise visibility of ACCCA on Social Media:  
Develop a schedule and related processes to integrate regular ACCCA website updates with social media posts, emails 
and press releases to ensure online information is continuously curated.  Conduct an information campaign to get 
ACCCA members following ACCCA on LinkedIn. 

DELIVERABLE 15: Promote On-Demand Training & Info Videos:  
Develop a micro-campaign focused on the launch of on-demand PD and informational content when it becomes 
available to members.  Following the work of the MDC, CFLA and others to produce video training, informational 
features etc. establish space on the website for housing this content and an information campaign to ensure Members 
are aware of it.
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When time isn’t on your side, we are.
25comm.com

25-Hour-Comm

/25thHourComm

@25thHourComm

@25thHourCommunications


