
EVENT PROMOTION REQUEST FORM


Today’s Date: 


Details of Request:
	Date(s) of Event:



Time of Event:

	Location:
☐ Sanctuary
☐ Café/Kitchen
☐ Room 105/106
☐ Other:

	Ministry:



Details of Requester:
	
Name:

	
Email:
	
Phone Number:

	

	
	





	Briefly describe event:







Will registration be required?		☐ Yes		☐ No


FOR OFFICE STAFF ONLY:

Office Staff Approval:

☐ Approved				☐ Not Approved


_______________________   _______________
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☐ Facebook
☐ Other: ___________________________
☐ Announcement
☐ Posters
☐ Info Kiosk sign-up
☐ Google Forms Registration
☐ Subsplash Registration
☐ Remind 101 text
☐ Website & App – Events page
☐ App – Carousel 
☐ Website: Ministry Page
☐ Church Bulletin
☐ Church Overhead Projection
☐ Website – Scrolling Banner


EVENT PROMOTION GUIDELINES

In order to ensure successful and effective promotion of ministry events, please follow these suggested guidelines:

6 Weeks before event:
Requests should ideally be made 6 weeks before the event. This will help to get preferred date/dates secured on the church calendar and necessary space reserved. This also aids the office staff in having time to create and edit graphics.
a. Graphics: If you choose to create your own graphic for your event, it is advised that you get promotional requests earlier than 6 weeks. Please email graphics to: info@gospelalliancechurch.org as edits can be time consuming and difficult to make graphics to fit on both our website and app. 
b. All graphics must be in one of the following formats: PNG or JPEG. 
c. Size requirements: For minimum distortion to your image, it must be formatted to 1920 x 1080 px, otherwise it may be unable to be used for all advertising mediums. Graphics that cannot be edited will be limited to the mediums that the graphic fits.

4 Weeks before event:
Approved events can be advertised on the website, announcements, and in the bulletin. All necessary information for these promotional efforts should be provided at that time.

2 Weeks before event:
Finalization of any smaller details or last-minute adjustments should be provided.


Please note:
· All promotional requests will be approved in the weekly staff meetings. At these meetings, we determine the best means of promoting events.
· We try our best to accommodate as many requests as possible in the time allotted for promotion. As suggested, earlier requests greatly help with efficiency.
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