Green Valley United Methodist Church – Event/Communication Form
__________________________________________________________________________________________

This form is sent to the Green Valley Communications Coordinator for review and to alert individuals responsible for certain areas of advertising and communication about your event. This is a non-fillable version of the form. For a fillable version, please email GVUMCOffice@gmail.com. Complete this form and email it, along with any attachments to: GVUMCcommunications@gmail.com  

Event: 
Date(s):                                                                                                        Time(s): 
Location: 
Address: 
Cost (if any): 
__________________________________________________________________________________________
Name of Event Coordinator: 
Email:                                                                                  Phone: 
Note: the event coordinator or committee is responsible for any posters, signage, signup sheets etc. that would be associated with this event to be posted in the church or community

__________________________________________________________________________________________
About the Event: 
Special set up? If so, attach the set up or provide it to the Custodian at least one week prior to the event.
Expected Attendance:       Internal Church Event: No          Yes   No   Community Event: Yes   
__________________________________________________________________________________________

Please place this communication in the following areas:

 Weekly Church Bulletin Under Calendar of Events (copy due Tuesday for the upcoming Sunday)

 Monthly Newsletter (copy due third Sunday of the month for the upcoming month)

 FaceBook 



 Web      From/To Date(s): 
 Akron Beacon Journal (ABJ) “Religious Notes” (copy due Monday prior to Saturday edition in which you want 
     the event to be advertised; example: if your event is on Saturday or Sunday, advertising in the ABJ should be 
     the weekend before the event)
 Display on Front Church Sign starting      From/To Dates: 
 UMC Event Calendar 
 City of Green Community Calander
       Other (if there is a cost to this advertising, please include fund details): 
__________________________________________________________________________________________
Attach Additional Comments/Instruction or ad copy: 
__________________________________________________________________________________________

Office Use:

Reviewed/edited/approved by:  
__Administrative Assistant
__Communications Coordinator will distribute form as needed below
__Pastor

Distribution:
__Front Sign: Katie Westhafer and John Kline
__UMC/City of Green Calendars: Mary Tatterson
__ABJ or Other: Mary Tatterson
__Facebook/Newsletter/Bulletin: Admin Asst  GVUMCoffice@gmail.com
__Web: Cathy Edwards
__Event Set Up: Ed Ward
__________________________________________________________________________________________
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