Publicity Request for Event at Immanuel Congregational Church

Project Name/Event: Date & Time of Event:

Event Description:
(include projected number of participants expected, name and info of person leading the event, if applicable, e.g. if the
event includes a guest speaker, list name and credentials. Write this description as you would like it to appear.)

Contact person for this event (ICC) : Committee (if applicable):
(Name, email, phone numbers)

Publicity Preferences: Pre-Event

Please publicize this event...

O In local newspaper(s) as a simple press release

(Please attach your press release or fill out the back of this form)

o In local newspaper(s) as a featured story

o On Immanuel’s website to include the information listed here (and press release if applicable)
o In the VOICE

o In the order of service for week(s):

Publicity Preferences: Post-Event

The organizer or committee will do a post-event write-up for the above-mentioned sources.

Photographs

Photographs for this event, if needed/desired, are the responsibility of the organizing person and/or committee.
Photographs should be sent in medium or small size as .jpg or .jpeg files to mmh@iccucc.org for all printed Immanuel
publications (VOICE, calendar and order of service), and/or webmaster@iccucc.org for inclusion on the website.
Photographs can be sent via email to the addresses above, or put on a disk and brought into the Church Office. Printed
photos can also be submitted to the office. (Digital files are preferred, however.)

Please return this form and all relevant material to Judi Gilligan Judith.Gilligan@trincoll.edu or Marilyn Holt
webmaster@iccucc.org.

See Press Release form on the back of this page. For more Press Release Forms, this Publicity Form, and other information
regarding publicity, please visit our website: http://www.iccucc.org/publicityinfo.htm

Deadlines for printed publications are as follows:

VOICE: due 2™ Wednesday of each month prior to next issue.

LIFE Publications: 1-1/2 months prior to issue.

Immanuel’s Order of Service: by Wednesday before next Sunday worship.
HARTFORD COURANT: 3 weeks prior to event.

CAL (Calendar of Events) in Thursday Hartford Courant: 1 month prior to event.
HARTFORD ADVOCATE: 3 weeks prior to event.
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IMMANUEL CONGREGATIONAL CHURCH 10 Woodland Street
UNITED CHURCH OF CHRIST Hartford, CT 06105
Tel: 860.527.8121

Fax: 860.293.1404

Press Release

Contact: your name FOR IMMEDIATE RELEASE
Phone: your number (or | mm (date goes here)

TITLE OF PRESS RELEA SE

HARTFORD, CT,MONTH, DATE, YEAR: When writing a press releasay who, what, where,
when, why, ad how in the first paragraph, if you can. Study your newspaper and notice how deftly
most writers work that type of information
helpful if you remember the following:

e Know your c o tetteephortesfax,ramdrdepartment. t

e Refer to the deadlines for each publication

nt



