Williamsburg Presbyterian Church
Publicity Check List

(For Williamsburg Presbyterian Church sponsored organizations only)
We want to help you with your special event, and we have many tools with which to publicize.  We need your help to get it right, so if you will follow these simple steps, and meet the given deadlines, everyone will do their best to get the word out about your exciting opportunity.

1) Fill out Master Calendar Request Form with the basic information.  If you have not already done so click here.
2) To have your announcement in WPC generated publications, make your selections from the form below and contact those listed to help guide you.

3) If you have text that varies from one publication to another, please submit those texts with your intentions clearly defined on separate pieces of paper. 

In which of these do you intend to publicize your event?   

	

	Announcement Type
	Deadline/Contact

	 FORMCHECKBOX 

	Kirk Courier
	Last Monday of the month (Vanessa Gamble)

	 FORMCHECKBOX 

	Sunday Bulletin

· Paper Insert


	You stuff manually on Friday (Vanessa Gamble)

	 FORMCHECKBOX 

	· Text for Announcement Section


	Wednesday prior to publication (Vanessa Gamble)

	 FORMCHECKBOX 

	During worship through a Minute for Missions?
	Contact Clara Robertson, Christian Outreach Ministry

	 FORMCHECKBOX 

	WPC Website
	Contact George King

	 FORMCHECKBOX 

	Liturgist Announcement
	Due in Liturgist mailbox by Friday

	 FORMCHECKBOX 

	Bulletin Board or Display Stand
	Contact Harold McKeithen or Penny Pulley

	 FORMCHECKBOX 

	Virginia Gazette
	Contact Penny Pulley

	 FORMCHECKBOX 

	Daily Press
	Contact Penny Pulley

	 FORMCHECKBOX 

	Do you have photographs to publicize event?
	E-mail to Vanessa Gamble

	 FORMCHECKBOX 

	Do you intend to have publicity after the event (such as pictures in local newspapers, etc.)
	Contact Penny Pulley


(This form is locked with Word Forms so that you can enter information only in the designated spaces.)
