	[bookmark: _GoBack]St. Katharine Drexel Marketing/Ad/PR Request 

	Event Chair/Lead:

	Date/Time of Event: 


	Contact Information:
phone:                           e-mail:
	Location of event:


	Goals and objectives of event (include intended audience)

	



	Advertising media Request (External Marketing)

	· Newspaper (3 week lead time)
· Social Media (1 week lead time)
· Mailing  (3-4 week lead time)
· E-mail (3-4 day lead time)
· Cable TV (3 month lead time)
· Signs/Posters (3-4 week lead time)
Please Note: Internal Marketing is the responsibility of the Event Committee (please use the following guidelines)
· Weekly e-mails (Sr. Bridget by Thursday morning)
· Weekend announcements (Fr. Paul by Friday)
· Bulletin (Kim Dufon by Monday at noon)
· Distribution of flyers or advertising materials to parishioners
         

	EVENT BUDGET/APPROVAL

	Amount:

Approved by:


	ADDITIONAL iNFORMATION ABOUT THIS EVENT

	



	sUBMITTED bY:

	



Please e-mail this form to marketing@stkdcc.org for review and processing.  Thank you!
