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TIIOI00 Publicity Checklist





Pre - Event

	Send Event Information to:
	Date Due
	Date Completed

	Email coordinator for email notification
	2 weeks prior
	

	Newsletter editor for inclusion in newsletter
	4 weeks prior
	

	Webmaster for publication on web site
	2-4 weeks prior
	

	To media contact list by Press Release 
	2 weeks prior
	

	To community bulletin boards on the Web
	2-4 weeks prior
	


During Event

	Collect the following information:
	

	Attendee Names
	

	Total number of attendees
	

	
Number of member attendees
	

	
Number of non-member attendees
	


After Event

	Complete the following:
	Date Due
	Date Completed

	Send any pictures taken to webmaster for publication
	within 2 weeks
	

	Send write up of event to recording secretary
	within 2 weeks
	

	Send attendee information to member recruiting
	within 2 weeks
	

	Write article for Newsletter and send to editor
	by deadline
	








