

Media Publicity Form

	Name of Ministry: 

	Contact Person:

	Name of Event/Activity being publicized:

	Date(s) of Event/Activity:

	Time of Event/Activity:

	Has the event been placed on the church calendar?


	Has this event been reviewed and approved by church council, staff, etc?

	Details of Event/Activity (be specific):


	Desired Publicity for Event/Activity-please check all desired (you will be notified of any costs involved)

Note: As a general rule “the earlier the better” is good guidance for publicizing events. News Releases to Newspaper/Radio have at least a two week minimum lead time before publication date. Plan ahead.

	Bulletin Announcement:

	Worship Service (announcement by pastor):

	Bulletin Insert:

	Worship Service (announcement by ministry representative):

	PowerPoint Slide:

	Brochure:

	Newsletter Announcement:

	Flier:

	News Release (Newspaper, Radio):

	Outdoor sign:

	E-mail Announcement:

	Website Announcement:


