PROMOTION REQUEST FORM - PG 1
Date Requested _______________________   Your Name ____________________________________     

E-mail _________________________________________     Phone _____________________________

GENERAL INFORMATION

EVENT INFORMATION MUST BE COMPLETE – WHO? WHAT? WHEN? WHERE?
Event Name  _________________________________________________________________________

Event Date(s) ________________________________  Location ________________________________

Event Start Time ___________________________     Event End Time ___________________________

Target Age Groups ____________________________________________________________________

Registration Options:  
( Church Phone    ( Event Registration Table – Date(s) ____________________  


( Web Site (complete Web Form Request below)   ( Registration Form/Brochure

Event Description _____________________________________________________________________

____________________________________________________________________________________

PLEASE COMPLETE ALL ITEMS APPROPRIATE FOR YOUR EVENT PROMOTION

WORSHIP FOLDER

MAY BE EDITED FOR SPACE/CONTENT
Written Announcement: ___________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________Start Date __________   End Date __________
CHURCH NEWSLETTER 

ENCLOSE ARTICLE TEXT AND GRAPHICS ON DISK – PHOTOS – SCANNABLE ITEMS
( Announcement (per Worship Folder text)

( Display Ad (enclose appropriate art/disks)

( Article (enclose article text on disk)

( Photo Feature (enclose photos/disk)

WORSHIP FOLDER INSERTS

Insert Date(s) ___________________________

Full Color: ( Yes – Account # ______________ 

( Use Announcement Text    ( Text Enclosed

( Artwork/Scannable Items Enclosed

POSTERS 

YOU ARE RESPONSIBLE FOR OFFSITE POSTER DISTRIBUTION

( Prepare 11” x 17” Posters    ( Art Enclosed

Offsite Quantity Needed: ___________

Start Date __________   End Date __________

BROCHURES 

ENCLOSE SAMPLE IF AVAILABLE – YOU ARE RESPONSIBLE FOR LABELING/POSTING 

( Card – Finished Size _________

( Bi-fold or ( Tri-fold – Finished Size _________

( B/W or ( 2-color or ( Full-Color (Out-Source)

Color Copier: ( Yes – Account # ______________

Mailer?: ( Yes   If Yes, Bulk Mail Imprint: ( Yes   

Date Needed ___________________

COLOR COPIES - MISCELLANEOUS

Full Color: ( Yes – Account # ______________


Date Needed ___________________

IN-HOUSE DIGITAL SIGNAGE

( Prepare Video Slide    ( Art Enclosed

Start Date __________   End Date __________

WEB SITE – GENERAL

( Use Announcement Text    ( Text Enclosed

( Artwork/Scannable Items Enclosed

Start Date __________   End Date __________

WEB SITE – WEB FORM

( Sample Registration Form Enclosed:

 ( Paper Copy    ( Disk

Online Registrations for Above Event Sent to:

E-mail _____________________________

Start Date __________   End Date __________

RETURN TO:
Visual Arts/Graphics Department

PROMOTION REQUEST FORM - PG 2
WEB SITE - MAINTENANCE 

SEND WEB SITE CORRECTIONS/CHANGES TO YOUR MINISTRY TO:


Location of Error: http://www.

_________________________________

Item: ___________________________________

________________________________________

________________________________________

________________________________________________________________________________

E-MAIL CAMPAIGN (Constant Contact)
( Intended Recipients E-mail List Enclosed:

 ( Paper Copy    ( Disk    ( Existing List

Send Date ____________________

Additional Information:  _____________________

________________________________________________________________________________

RADIO ADVERTISING

( Prepare Radio Ads (if community-appropriate)

Start Date __________   End Date __________

Additional Information:  _____________________

________________________________________________________________________________

NEWSPAPER - DISPLAY ADS

( Prepare Display Ad (14 column-inch)

( ________________________________
( ________________________________
Number of Ads: ( 1 or ( 2 or ( 3

Start Date __________   End Date __________

NEWSPAPER - PRESS RELEASE

( Prepare Press Release

Release Date ____________________

Send Release to:

( ________________________________
( ________________________________
( Other _____________________________

Additional Information:  _____________________

________________________________________________________________________________

ARTWORK/PHOTO REQUEST 

USE TO OBTAIN MINISTER PHOTO, BIO OR MINISTRY LOGO FOR OUTSIDE USE

Artwork Requested ________________________

 ( Paper Copy    ( Disk

Send Artwork to:

( E-mail ____________________________

( Server ____________________________

( Person ____________________________

FOR PROMOTION HELP AND ADVICE, CONSULT WITH TIM SPENCER OR AMANDA WARREN

PROMOTIONAL INFO/GRAPHICS MAY BE ADJUSTED TO HARMONIZE WITH CFBC’S OVERALL PROMOTIONAL CALENDAR, MINISTRY BUDGET & AD STRATEGIES
RETURN TO:
Visual Arts/Graphics Department


OFFICE USE ONLY - RECEIVED








