
Event Name ___________________________ 

Promotional Communications 
What types of communication (within budgetary constraints) will best promote this event and attract 1) attendees and 2) volunteers?  Check all that apply, note the lead time.  Mark the 
date that you will need to submit the request to ensure you have the product on time.  Please remember the following when submitting your request  

 Gather all applicable information before submitting a request.  If you do not have all the information, please wait to submit a request until you do.  If you will be sending more infor-
mation at a later date, please indicate that on your request. 

 Lead time does not start the date you enter the request.  It begins when all information required to complete the request has been submitted.  Every ministry is important – more 
time may be needed - your request may not be the only project being developed. 

 Be specific.  If you can include an example, that would be great. 

 If your request requires mailing, please indicate the send date. 

 PLEASE complete the Promotion Request (last page of this document) 

ALL requests should come through the ministry leader.  Any exception will route through Executive Pastor. 

Communication Planning Checklist 
As soon as you decide to plan an event, ask yourself the following communication questions  

 

 

 
 

Communication Type  Estimated Lead Due Date 

 Event Specific graphic/ 2 weeks  

 Banner 2 weeks  

 Brochure 2 weeks  

 Bulletin Board (in foyer 1 week  

 e-blast 5 working days  

 Letter (approved by 2 weeks  

 News Release 1 week  

 Poster 1 week  

Communication Type  Estimated Lead 

Time 

Due Date 

 Post Card 1 weeks  

 Platform Announce-

ment 

1 weeks  

 Web site posting 1 weeks  

 Online Payment 1 week  

 Online Registration 1 week  

 Communication Media 

Loop 

1 weeks  

 Worship Guide ad * if 

this is the only communication 

needed please submit directly to 

LaWanna McPherson 

Deadline 8 00 

AM Thursday 

 

 Worship Guide Insert 1 week  
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