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EVENT PUBLICITY TIMELINE

Beth Champion Mason Ministries

PO Box 6214
Portsmouth, VA 23703
757.373.6844

beth@bethchampionmason.com 

www.bethchampionmason.com 

This is a great project for an outreach committee, music ministry team or administrative assistant.  In order to make this event as successful as possible, it is highly recommended that you have your group complete as many of the following marketing suggestions as possible.  With just a few additional people on your team, you will have your entire community knowing about this special event before you know it.  If you have any questions about this information, please call Beth at 757.373.6844.  

To help with the following suggestions, you can download the following at www.bethchampionmason.com/promo.cfm  : 

· Poster templates

· Bulletin stuffer templates

· Postcard templates

1. 3 months prior to the event:

a. Use the poster templates supplied by Beth to promote the event. You can make as many copies as you need. 

b. Put up posters around your church and on your church bulletin board.

c. Hand out a postcard to each group member encouraging them to invite a friend to the event.

d. Post the event on your church website. 

e. Consider identifying other events that will have a similar audience to the audience your event will have and use those events for early promotion - hand out flyers, put up posters, etc.  Be sensitive and ask the "other" promoter as to the manner which is most acceptable and the least threatening (i.e. after the show vs. intermission.)

f. If your budget allows, contact the local Christian radio stations about advertising. Get rates and ask for discounts and special promotion policies.  (Many stations will do a free public service announcement if it is a free event – See the K-LOVE submission document on Beth’s website for more information.)

2. 6-8 weeks prior to the event:
a. Advertise the event in your church bulletin and in your monthly newsletter.

b. If your budget allows, place an ad in your local and regional Christian and non-Christian newspapers. (i.e. Christian Happenings, Christian Activities, Christian Times, The Church Guide, etc.)
3. 1 month prior to the event:

a. Send out a press release to all the religion and entertainment editors of your local newspapers.  Keep them short and to the point with a name and number for them to call for more information.  Post the event on your church outdoor signage.

b. Hand out a second postcard to each group member encouraging them to invite a friend to the event.

c. Send out a group email to your members and visitors inviting them to the event.
4. 1 week prior to the event:
a. Make follow-up calls to all key recipients who received the event posters and postcards and answer any questions they may have.
b. Send out another group email to your members and visitors inviting them of the event.
